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To the Citizens We Serve,

The King County Sheriff's Office General Orders Manual is a compilation of
directives to provide guidance to our members. With very few exceptions, these
are not hard, fast rules but policies and procedures for delivering police
services to you. Police work requires the ability to respond to many
unpredictable and often, unique, situations. It is precisely for this reason that
we have trained our deputies to exercise professional judgment and exercise
discretion.

We have provided this General Orders Manual because we often receive
questions about our policies and why we do what we do. It is through this
educational effort that we hope to provide greater understanding about
policing.

As you look through this Manual, you will notice that some portions have been
edited out. Sections or subsections may be replaced by a Redacted designator.
These sections include tactical and investigative techniques that could allow an
offender to use counter-measures that would compromise public safety.

Should you have questions or concerns, please feel free to e-mail the Sheriff’s
Office from our website at www.kingcounty.gov/sheriff, or write us at King
County Sheriff’s Office, 516 34 Avenue, Room W-116, Seattle, WA 98104

Sheriff John Urquhart


http://www.kingcounty.gov/sheriff

Redaction Log for KCSO GOM 06/20/2014

Document

Page/Chapter

Redaction

Law Cited

King County Sheriff's Office
General Orders Manual (GOM)

Page 557/Explosions Investigations GOM
10.03.015(2)

Part of Subsection 2 regarding
precautions - Radio Usage

Per RCW 42.56.240(1) Which states that specific intelligence information
and specific investigative records compiled by investigative, law
enforcement, and penology agencies, and state agencies vested with the
responsibility to discipline members of any profession, the nondisclosure of
which is essential to effective law enforcement or for the protection of any
person's right to privacy;

King County Sheriff's Office
General Orders Manual (GOM)

Page 563/Bomb Threat and Search Procedures
GOM 10.04.015(2)

Part of Subsection 2 regarding
codes - Bomb Threats, All Other

Per RCW 42.56.240(1) Which states that specific intelligence information
and specific investigative records compiled by investigative, law
enforcement, and penology agencies, and state agencies vested with the
responsibility to discipline members of any profession, the nondisclosure of
which is essential to effective law enforcement or for the protection of any
person's right to privacy;

King County Sheriff's Office
General Orders Manual (GOM)

Page 565/ Bomb Threat and Search Procedures
GOM 10.04.030(2)(f)

Part of Subsection 2(f) regarding
words used - Search Party

Per RCW 42.56.240(1) Which states that specific intelligence information
and specific investigative records compiled by investigative, law
enforcement, and penology agencies, and state agencies vested with the
responsibility to discipline members of any profession, the nondisclosure of
which is essential to effective law enforcement or for the protection of any
person's right to privacy;

King County Sheriff's Office
General Orders Manual (GOM)

Page 720/Radio Communications GOM
13.00.015(4)

Part of Subsection 4 regarding
codes - Radio Codes and Plain
Text

Per RCW 42.56.240(1) Which states that specific intelligence information
and specific investigative records compiled by investigative, law
enforcement, and penology agencies, and state agencies vested with the
responsibility to discipline members of any profession, the nondisclosure of
which is essential to effective law enforcement or for the protection of any
person's right to privacy;

King County Sheriff's Office
General Orders Manual (GOM)

Page 817/Using interpreters GOM
16.04.035(2)(b)

Part of Subsection 2(b) regarding
account number - Language Line

Per RCW 42.56.240(1) Which states that specific intelligence information
and specific investigative records compiled by investigative, law
enforcement, and penology agencies, and state agencies vested with the
responsibility to discipline members of any profession, the nondisclosure of
which is essential to effective law enforcement or for the protection of any
person's right to privacy;

King County Sheriff's Office
General Orders Manual (GOM)

Page 821/Hostage Negotiations GOM 17.01.125

Entire section - Non-Negotiable
ltems

Per RCW 42.56.240(1) Which states that specific intelligence information
and specific investigative records compiled by investigative, law
enforcement, and penology agencies, and state agencies vested with the
responsibility to discipline members of any profession, the nondisclosure of
which is essential to effective law enforcement or for the protection of any
person's right to privacy;
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King County Sheriff's Office
General Orders Manual (GOM)

Page 821/Hostage Negotiations GOM 17.01.130

Entire section - Negotiable Items

Per RCW 42.56.240(1) Which states that specific intelligence information
and specific investigative records compiled by investigative, law
enforcement, and penology agencies, and state agencies vested with the
responsibility to discipline members of any profession, the nondisclosure of
which is essential to effective law enforcement or for the protection of any
person's right to privacy;

King County Sheriff's Office
General Orders Manual (GOM)

Page 847/Conducting Drug Investigations GOM
17.09.015

Entire section - Using Informants
for Controlled Buys

Per RCW 42.56.240(1) Which states that specific intelligence information
and specific investigative records compiled by investigative, law
enforcement, and penology agencies, and state agencies vested with the
responsibility to discipline members of any profession, the nondisclosure of
which is essential to effective law enforcement or for the protection of any
person's right to privacy;

King County Sheriff's Office
General Orders Manual (GOM)

Page 880/Informants GOM 17.16.000

Entire section - Informants

Per RCW 42.56.240(1) Which states that specific intelligence information
and specific investigative records compiled by investigative, law
enforcement, and penology agencies, and state agencies vested with the
responsibility to discipline members of any profession, the nondisclosure of
which is essential to effective law enforcement or for the protection of any
person's right to privacy;
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KING COUNTY SHERIFF'S OFFICE
MANUAL INDEX

KING COUNTY
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A
ABATEMENT PrOGIam ...c.coueiiieiiiiiieiiiiee et s st ee e sttt e e s st e e s sstee e s e nbeeeeenbeeaeanneeeeennneas 17.10.000
ABSENCE

Without Leave (AWOL) ......eeiiiiiiiie et e e e e e e e e e e e eae s 2.00.100
ABSENTIA

Booking (IN ADSENtIia OF) ....vuiiiiiiiiie e 5.01.075
ABUSE OF OFFICE

CauSES TOF DISIMISSAL ......cciiiiiieiiiiiie ettt e e e st e e e st e e s abbeeeeaseeeaeanes 3.00.015

USE OF AULNOTIEY ..o e 3.00.020
ACCESS SYSTEM......iiiiie ittt ettt sttt e e e st e e e st e e s e ntee e e e nnbaeaeanntaeeeennneas 15.07.000

[TV o7 £ SRS 13.01.035
ACCIDENT

Driving ReVIEW BOAI .........ooiiiiiiiiiii e 9.02.035

g 00T T T - 9.04.000

INVESHIGAtION ......eeiieeee e e e 9.05.000

Repair of Body Damage .........cocouiiiiiiiie e 9.03.050

Review Board, DepartmMent.............ooiiiieiiiiiiiiiiiiee e e e e 9.02.040

Review Board, PrecinCt/SECHON...........cooi i 9.02.045

Towing Department VENICIES ...........coiiiiiiii e 9.03.095

VERNICIE DAMAGE ... —————————— 9.02.020
ACCREDITATION ...ttt ettt e e e e e et e e smteeeseeesneeeateeesmseeanseeenseeeanneeeanneeans 1.09.000
ACTING COMMANDERS ......ooiiiiiii ettt e e st e e s s e e s snsae e e sanseeeesannaeeens 1.03.020
ACTIVE SHOOTER (ASAP) ..ottt nneees refer to 11.14.000
ADDRESS

Change of, Department MEMDErS ..........ccoiiiiiiiiiiiie e 2.00.075

Department Address Prohibited................cccc 3.00.025
ADDRESSING DEPT. MEMBERS.........oooiiiiiieee et e e 4.00.045
ADMINISTRATION

Chain of COMMANG........ceeiiiiiii e e e e e e e e e e e e e s e nneaeeeaaeeean 1.03.000

1070] 101 0 F=T o [ o] |02V 2R 1.05.000

RaANKS ... 1.03.020
ADMINISTRATIVE CONCURRENCE ...ttt 1.01.030
AIR SUPPORT ...ttt ettt et e st e st e e et e e st e e eaeeeamaeeesneeeenseeeaseeeanseeenneens 11.00.010
ALARMS

False Alarm Reduction Program ...t 17.15.000
ALCOHOLIC BEVERAGES

[ F=TaTo | Ta T o ) TP ER S PPR 8.02.070

Intoxicants Prohibited ... 3.00.015

Intoxication COMPIAINES.......ccooiiiiiiii e e 3.03.050

Off-Duty EMPIOYMENT ... e e e e e e eeaa e 4.03.020
ALCOHOLISM PROGRAM ..ottt ettt st stee e seee e st e seteeenseeesneeesneeennneenns 2.08.035
ALCOHOLISM TREATMENT ...ttt ettt sttt e e s e e s ennae e e s ennaeeesnnnneeeas 5.07.000
AMBER ALERTS ...ttt et et e e e e et e e e et e e e e enaae e e e eareas 12.03.000
AMMUNITION ...ttt e st e e st e e s saae e e sassaeeesnssseeeassaeeesansseeesannaeeens 6.07.075

ACCOUNTADIIITY ... 6.07.080



ANIMALS

LU (g F= T F= T - SR 17.14.030
Handling Dead or Injured Animals ..., 17.14.040
Transporting, SICK OF INJUIEA ..........eeiiiiiii e 9.00.045
ANIMAL CALLS ...ttt ettt e ettt e e sttt e e e e st e e e ansbeeeeenbeeeeennbaeeeeanees 17.14.000
APPEARANCE
L@ 11 T= T o PRSPPI 7.00.025
L7010 QN o] o1=T= T =1 o o= SRS 7.00.025
Earmings oo 7.00.015
L F= TS Y[ Y PRSP 7.00.010
JUMIPDSUITS ...ttt s 7.01.035
NON-UNiform ASSIGNMENTS.........uiiiiiiii e 7.00.025
POLICY ettt e e e e e et e e e e anbae e e e e bte e e e araeeeennres 7.00.005
PUDIIC ..ttt et e e e e e et e e e e et e e e e et e e e e antae e e e enree e e e e raeaeeanras 4.00.070
Tattoos, Branding and PIi€rCing ...............uuee s 7.00.020
ARMORED VESTS
Cleaning and Care Of ...........oeiiii i e e e e e e e e e e e 7.03.015
ARMORER ..ottt sttt et e e et e e e s nt e e e et na e e e e nnreeeaannreeeeanreeen 6.07.020
F = I S USR 5.00.000
F U g L] 1 Y PP PRRO 5.00.010
Breath TeSES ...t e e e e e e e 5.01.030
GUANdING SUSPECLS .....eveiiiiiiiiiee ettt e e st e e e sbe e e e sbbe e e e sbeeeeeaae 5.01.065
HaNdCUFfING SUSPECES .....eeiiiiiiiieeec e e a e e aaes 5.01.010
BT N4 (=] (SR 5.03.000
Misdemeanor Presence RUIE ....... ..o 5.00.035
Probable CAUSE ... e e e e e e e e e anne 5.00.015
Searching OPPOSItE SEX .....ueiiiiiiiiiiiiiieec e e e e e e e e e e 5.01.015
SUSPECE [.D. "ONE-0ON-ONE" ...t 5.01.040
SUSPECE RIGNTS...ueeiiiieii e e e e e e e e e et rae e e e e e e s 5.01.025
LI VRS (o] o T RSP 5.00.020
Transporting OPPOSItE SEX ....uuuuiiiiiiiiiiiiiiieee e e e e e e e e rae s 5.01.045
ARREST WARRANTS ..ottt ettt ettt e et e et e e s eat e e e s s e e e e sasaeeeseasseeesannaeeens 5.00.050
ASSIGNED VEHICLE PROGRAM...... .ottt ittt e e enaee s 9.03.000
ASSIGNMENTS
JOD REASSIGNMENT ..o e 2.00.080
Light Duty (Transitional)...........cueeii i 2.04.000
Recommending EMPIOYMENt ..... ... 3.00.025
I = 1153 (T 7SS 2.00.080
V7= 2 1o R RRR 9.03.015
ATTENDANCE REPORTS ...ttt s ettt e e e e e s enas e e e e ennneee s 2.00.070
ATTORNEY
Appearing as Defense WItNESSES ......ccooiuiiiiiiiiii e 4.05.050
Discussing Criminal TeSHMONY........cooiiiiiiiiie e 4.05.040
SIgNING StAtEMENTS......eeiii e e e e e 4.05.045
AUDIO INTERCEPTS ..ottt ettt ettt e e e et e e e e nbae e e e nnteeaeannaeeeennneas 16.03.000
AUTHORITY
LT o USRS PRR 3.00.020
AUTHORITY / ACCOUNTABILITY ittt 1.03.025
AWARDS PROGRAM
APPrOVAl AUTNOTITY ... 2.16.030
F =T o O 41 =1 - USSP 2.16.050

Medal of Valor
Sheriff's Star
Sheriff's Medal
Blue Star
Commander's

Life Saver
Meritorious Service
Quality Policing



Annual
Sergeant of the Year
Deputy of the Year
Detective of the Year
Professional Support Employee of the Year
Communications Specialist of the Year
Reserve Deputy of the Year
Marshal of the Year
Explorer of the Year
Volunteer of the Year
Screener of the Year

AWAId PrOCEAUIES .....coviiiiie et e e e e e et e e e e e e e e e et e e e e e e e aanaaanns 2.16.025

CommeENdation ProCEAUIES ........coceeiieeeetee et e et e e e e e e e e e eaaees 2.16.020

L To 1 o111 2 TP PRPRN 2.16.015

From Other AQENCIES.........uiiii it 2.16.045

PreSeNntation..........coooiii e 2.16.035

LT 14T T USROS 2.16.040
B
BACKFILL MINIMUMS (OVEIIME)....ceiiiuiiiieiiiiiie ettt e eeiiie e siee e st e et e e s e nniee e e enraeaeennneas 4.01.015
BACKGROUND INVESTIGATION......uuui s 2.00.035
SN ] 4.00.010
BAIL, FURNISHING OF ..ottt nnan 3.00.025
BANK ROBBERY

INVESHIGAtION OF ... 17.04.000
BARRICADED PERSONS ..ottt nnnan 17.01.000

HOStage SitUAtIONS.......cooiiiie e 17.01.000

Hostage Negotiations ... 17.01.100
NN 1O ]\ 7.03.025
BEREAVEMENT LEAVE....... i nnan 2.01.025
BIAS BASED POLICING .......uuutii e annan 3.00.030
BICYCLES

Found, DISPOSItION OF ......eeiiiiiiiiiiiir e e e e e e e e e e e e e e nnnes 4.08.000

Unclaimed, Disposition of ... 4.08.000
BIOLOGICAL AGENTS ...t e nannnnn 10.02.000
BLOOD RUNS . ....ceeeettttii s nnnnnnnnnnnnn 9.00.050
BOARD

Driving Review, Department ....... ... e 9.02.040

Driving Review, PreCinCt/SECHON .........ooii i 9.02.045

Firearms and AMMUNIION .........ouuiiiiieee e e e s 6.07.090

ShOOtING REVIEBW ..ot e e 6.03.000
BOMB

DISPOSAI UNL.....eeiiiiiii e e e e e e 11.00.015

(G (= To 331 o) IR 11.00.020

7Yl AT o Tot=To (U Y 10.04.000

TRrEAt, PrOCEAUIE... ... ettt e e et e e e e e e e e e e eaaaeeeees 10.04.000
BOND, FURNISHING OF .....ouutiiii e nnnn 3.00.025
BOOKING......uuututiiiiiiii s s s anss s ssnnn s nnnnnnnnnnnnnnnnnnnnnnnnn 5.01.070
= L0 1 T 7.01.090
BREAKS ...ttt nnnnnnn 4.00.100
o N I R I = 1S T 5.01.030
BUDGET, Sheriff'S OffiCe .. .uuuuuuieiiiiiii s 1.00.060
BULLETINS

General INfOrMatioN ..........oooeiiee e 1.01.025
BURGLARY

INVESTIGAtioN Of ... ... e e e e 17.03.000

BUSINESS CARDS ...ttt ettt ettt et e e s st e e e e st e e e e nbe e e e e anbeeeeennbeeeeennneas 1.02.040



C

CALL-OUT CRITERIA
F NS0 o] o] o SO RPPR 11.00.010
Bomb Disposal UNit ...t a e 11.00.015
BOMD K- e e e e 11.00.020
Command DUty OFfiCEI ........ueiiiiiiiiee e 1.05.035
DIVE UL .. e e e e e e e e e e e e e e an 11.00.025
=TS 1 o] o o SRS 4.01.020
Fire Investigation Unit..............ccc 11.00.030
Hostage Negotiation TEaAM ..........oiiiiiiiiii e 11.00.035
[0 T 6 o PSP O PPRTP 11.00.040
Latent Print Lab.......ooo et a e e 11.00.045
Major Crimes UNit..........ouiiiiiii i e e e e e e e e s raeeeaaeeean 11.00.050
= 1 1= o SRS 11.00.055
MARR URIE. ..ttt e e e e e bt e et e e e e e e bnreeeeaaeeean 11.00.060
Photography/Imaging Unit ...........oooiiiiii e 11.00.065
PrecinCt DEIECHIVES ........eiiiieeee e 11.00.070
SArCh and RESCUE ... ..t e e et e e e e e e nnneeeeaee e s 11.00.075
Special AsSauUlt UNit...........ooeiiiiiiiiiiie e 11.00.080
Special EMPhasis TEaAM ........coiiiiiiii e 11.00.085
TAC-30/SWAT UNIE .eeiiiiiiiee ettt e e e s e e s st e e e e nrae e e ennraeeeennneas 11.00.090
Special Operations COMMANAET .........ccooiiiiiiiiiiiee e 11.00.095
CAMERAS . ... et e e et e e e sttt e e e ettt e e e e bee e e e ettt e e e abteee e ettt eeearreeeeannaeeeeanns 16.01.000
CAR PER OFFICERI.....cci ittt ettt e e e et e e e e e e e s e e e e e e sannnreeeeaaeenan 9.03.000
CAREER DEVELOPMENT ...ttt ettt e et e e e sntae e e e sntae e e s snnaeaeennnes 2.18.000
107 o 1 O @ 1 | N SR 4.02.040
CELLULAR PHONES
ooz 1 1] o [PPSO PPPPPOPPRRN 16.06.000
UsSE Of WHIlE DIFIVING ...uvvvieiiie ettt e et e e e e e e e eaabr e e e e e e e e eeannes 4.04.015
Wireless COmMMUNICALIONS .......uuiiiieiiiiiiiiieee e e e e e e e s st e e e e e e e e nnnneeeeeas 4.04.000
CEREMONIAL COORDINATION ....tiiiiiiiitte ettt e see e see e e e st e e e sntee e e s sntaeeeesnnaeaeennnees 1.05.015
CHAIN OF COMMAND ...ttt e e e e e e e et e e e e e e e e s nnnaeeeeeeeesannnnaneeaaeenan 1.03.000
CHAPLAINCY
2= 11 = o 711 2RSS 2.10.015
1070 ] a1To =T a1 (7= 11 YU PR 2.10.020
S T=T AV (o1 T I @ 3 1= 1 Yo SRR 2.10.010
CHEMICAL AGENTS ..ttt ettt e e e e et e e e e e e e et e e e e e e e e sannneneeeas 11.08.045
CHEMICAL & BIOLOGICAL INCIDENTS ...ooiiiiieiieiieiieeee et e e e e e 11.08.045
CHIEF FIREARMS INSTRUGCTOR ...ttt ea e 6.07.025
CHILD ABUSE
INVESTIGAtioN Of ... ... e e e 12.00.000
CHILD NEGLECT
INVESTIGAtioN Of ... ... e e 12.00.000
CITATIONS
o F= T o [T T TP URRR 5.02.015
JUVENIIE ... s 12.07.040
UN-ProSecuted ... 5.02.025
1Yo 1o 1= 1RSSR 5.02.025/5.02.030
WREN ISSUEB ...ttt e e e e e e e e e e e e e ee e e e e e eeannes 5.02.010
CITIZEN
Assist/Disabled VehiCle ... 9.00.025
1070] 0] o] F= 11 ) <SR PPPPRPOPPRRRN 3.03.015
Disabled Motorists State ROAAS ..........ooiiiiiiiii e 9.04.065
Observation Of DEPULIES ........coiiiiiiiiiiiiiie ettt e e e saee e e 4.00.120
Photography and VIdEOS. ..ot e e e e e e e e 4.00.115
Records Release and DiSCIOSUIe ...........cooeeiiiiiiiieeee e 15.04.005
Transporting, Non-Department...... ... 9.00.040

Transporting, INJUIEA.........o i 9.00.045



CIVIL ACTIONS

AGaINSE the COUNTY......oiiiii e 1.00.015
By Department Members...........ooo i 1.00.020
Involving Department MemDbBErS..........ooi i 1.00.025
CIVILIAN ATTIRE. ...ttt ettt ettt ettt e e e st e e e sn e e e e snbe e e e e anbeeeeeanbeeeeeansaeeeennnes 7.00.025
CIVILIAN EMPLOYEE ...ttt e et te e e e e e e e e e e e e e e e e eannneeeeaaeeean 2.00.015
CIVIL PROGESS ...ttt ettt e e et e e e st e e e e enbe e e e e anbe e e e e anteeeeennneas 4.06.000
Civil ContempPt WarTants........oooee i a e e e e nneeeeeaeeeean 4.06.035
Criminal Contempt WaITANES ........ccviiiiiiiie e ea e e 4.06.040
Y o {0 o 1= OO EE 4.06.030
Extraordinary WIS ..., 4.06.020
[T o ] o] o A 1= F= 0 | SO EEE 4.06.025
POLICY ettt et e e et e e e e a b e e e e e bae e e e reeeeennreas 4.06.015
CLAIMS
AGaINST the COUNLY......ooiiiii e e e 1.00.015
By Department MemMDErsS ... 1.00.020
Involving Department Members...... ..o 1.00.025
CODE OF ETHICS
CODE RESPONSE CLASSIFICATION ...ooiiiiiiiiie ittt stae e e saea e 9.00.060
CODE RESPONSE SELECTION. ...ccei ittt ettt e e e e e seete e e e e e s sneeeee e e e e e s nnnnnaeeaaeeee s 9.00.055
COLLECTIVE BARGAINING .....ooiiitiiie ittt ettt sae e et e stee e e e sntae e e e snsaeaeennneas 1.00.055
L1 I I 1 SR 9.02.035
INVESHGAtIONS ... ————— 9.05.000
L0101 @ 1 €110 7Y I SR 1.05.020
COMMAND DUTY OFFICER
Field Coverage on WeeKends ..........c.uoiiiiiiiiiiiiiii e 1.05.060
Major Incident REVIEW..........ccooiiii 1.05.050
NOIficatioNS/Call QULS ......ooiii i e e e e e e e e e e e nnnes 1.05.035
Responsibilities ... 1.05.040
S Ted 1Yo (1] [T o [P PPPRPOPPPRRN 1.05.030
Y=Y a1 o] 41 YU OS O PPRTT 1.05.065
RS T=T VoSS 1.05.025
COMMAND POLICY
Administrative Command ............ooiiiiiiiiiiie e 1.05.005
Ceremonial CoordiNation ............ooi i a e e 1.05.015
Chain of COMMANG.........c.eeiiiiiiie e e e e e e e e e e e e e e e nnraeeeaeeeean 1.03.000
RS T=T oo 41 YRR 1.05.065
Training COMMIANG ...ttt e e e s anbe e e e s anneeee s 1.05.010
WeEEKENA COVEIAQE......cc ittt ettt e e e e e e e e e e e e e e e nnneeeeeas 1.05.060
COMMENDATIONS ...ttt e e e e st e e e e e e e s s teeaeeaaeesaaanntaaeeaaaeesannnreneeaaeenan 2.16.000
COMMUNICATIONS
LAY A4 = T (o 1Y Ao | N 1.02.015
COMMUNICATIONS CENTER
Broadcast Procedures ..........oooo oo 13.00.035
{03 01T 1A PSSR 13.00.070
Incidents at Member's HOMES ... 13.00.075
Information BroadCastS.........o.uueiiiiiii e 13.00.050
Logging In and Out Of SEIVICE ......ccooieiiiiiiiiii e 13.00.030
Major Events - Multiple Unit.............oo e 13.00.080
Y S SRR 13.01.025
Officer Safety Hazard FilesS..........oo it 13.02.000
ON-ViIEW PrOCEAUIES.......eeiiiiiieie ettt sttt e e e e e s e e e e e e e e st ee e e e e e e e sasnnraneeaaeeean 13.00.040
Patrol DISTIICES ...ceeie e e e e eaa e 13.01.015
Patrol Section Call NUMDETS..........uuiiiiiie ittt e e e e e e e 13.01.010
F= Lo o 0= 11 I T | 1 SRR 13.01.005
Radio Codes and Plain TeXt.......cccuuiiiiiii ittt e e e e e e e 13.00.015

2= (o [[o M 10 o [ [ L= 13.00.010



REMOLE ACCESS DEVICE USE ... .o e e 13.01.035

T =Ty T aTo TS I N 1K= T =SSR 13.00.090
ReQUESES fOr BACK-UD ....vviiiiieeiieiciiieiet ettt ettt e e e et e e e e e e s eeeaaeeean 13.00.045
Simplex Mutual Aid Talk GroUPS ... ...eeiiieiiie et e e eeeeeeaa e 13.01.030
TAIKGIOUPS ...ttt s 13.01.020
911 HANG UP CallS..... it 13.00.095
COMMUNITY INVOLVEMENT ...ttt ettt e et e e st e e e sntae e e e 1.08.000
COMMUNITY SERVICE OFFICERS ...ttt a e 2.13.000
ATEST POWETS ...t e e e et e e e e e e e eeeas 2.13.015
REGUIALIONS ... e 2.13.045
Restraints, Prohibited ... 2.13.020
Weapons, Prohibited ..............euuueeii s 2.13.020
COMPLAINTS
Y U o] o2 PSR 1.00.045
INVESHGAtIONS ... ———— 3.03.000
COMPUTER SYSTEMS
ACCOUNTING TOF .. e e e e s e e e e e e e e s e saareeeeeeaeeeeaannes 14.00.030
Approved Hardware/SOftWare............ooo i 14.00.060
General Use and OWNEISNIP .......ocuuiiiiiiei e e a e 14.00.010
GUIdEliNES ON ANLIEVIFUS ...eveiiiiee et e e e r e e e e e e s nnneeeeaee e s 14.00.020
INEEINEY/E-MAIL.....cooiiiiie e e a e e 14.00.040
PasSSWOIA POHCY ..ottt ettt e beee e 14.00.025
REMOLE ACCESS. ..ottt e et e e e e e eeea e e e s 14.00.050
ReqUESEING REPAIIS .....coiiiiiiii et e e 14.00.075
Requesting INformation.............oociiiiiii e 14.00.080
Requesting Technical SUPPOTT........oouiiiiiii e 14.00.080
Requesting Training........ccoooo i 14.00.070
Requesting UPGrades .........uiii ittt 14.00.065
SeCUrity aNd PrIVACY .........uuiiiiiiiii ettt e e e aa e 14.00.015
Yo 1ol t= Y (Yo L= T U =T o ) 14.00.045
CONCURRENCE PROGESS ...ttt ettt e e stae e sbae e e e 1.01.030
L7 1115 16 L RS 3.00.000
CONFESSIONS, OBTAINING ....cooitiiie ettt et ee e e stee e e e stae e e e sntae e e e snnaeaeennnes 5.01.025
CONFLICTING ORDERS ... .ttt et e e e e e e e e e e e e s e nnnaneaaaeee s 4.00.035
CONFLICTING RELATIONSHIPS ...ttt a e 3.00.025
CONTRACTUAL AGREEMENTS ...ttt e e e e e e e e s nnraeeeaae e s 1.00.010
CONVERSION ...ttt et e et e e e et e e e e st e e e e astae e e e anbeeeeeantaeeeeantaeaeeanseeaeennnes 8.09.045
COPLOGIC REPORTING SYSTEM ...ttt a e 15.00.020
CORRECTIVE COUNSELING ...ttt ettt e a e ste e e e snee e e snaea e e nnneas 3.03.230
CORRESPONDENCE
EoMaIIS .. e et e e ettt e e e e ra e e e e arreaeeanraeeeeane 14.00.040
= PSR 1.02.020
o4 10T USRI 1.02.010
LCT=TaTCT = T o oo = Yo 11 Y SRS 1.02.005
GENEIal RUIES ...ttt e e e e eea e e e 1.02.005
WIIHEEN FIOW ... s 1.02.015
COUNSELING
L0 0 F=T o] =11 o B R PPPPRPOPPPRRN 2.10.000
1070 =T 117 SRR 3.03.210
County ASSIStaNCe Program ...........cooiiiiiiiiiiiee ettt saeeee e 2.08.035
Mental Health..........oo e e e e e e e 2.06.010
Personal ASSiStanCe, GENEIAl ........c.oooiieeuiiei e 2.08.015
Personnel AssistanCe TeaM ..........ui i e e 2.09.000
COUNTY
L0 =1 10 0 TSI Yo F= 1 1 SRR 1.00.015
Incurring Liability AQaiNST..........uiiii 3.00.025
COURT APPEARANCES
N 1= TSR SP 7.00.025

(07010 qT o= 0= 1 1 o] o TP PPPPPPPPPPPPPPRt 4.05.055



L0700 o A =3 110 o] 0}V 4.05.035

Criminal Case TeSHMONY........ooiiiii e 4.05.040
Member's Responsibility ..., 4.05.015
Subpoenaed by DEfENSE .......cooiiiiiiiiii e 4.05.050
B IC=E (1YL TSSO 4.05.020
1010 LU I S SRR PRR 3.00.030
COURTS
Appearing As Defense WiItNeSS.......coii i 4.05.050
L0707 191 o1 0 1-7- 1 11 ] o PSRRI 4.05.055
CoUM TESHIMONY ...eeiiiieiie ettt e et e e e sb b e e e e abbe e e e sbreeeeaae 4.05.035
Discussing Criminal TESHIMONY........cciiiiiiiiiiiiiiiie e a e 4.05.040
Jury Duty, Department Members ..o 4.05.060
Service Of COUM OAEIS .....uuiiiiiiiiiie ettt e e s e e s enneeee s 12.04.060
SIgNING StAtEMENTS.......eiiiie e 4.05.045
COWARDICE .....ce ettt ettt e e et e e e e st e e e e anbae e e e anbeeeeeanbeeeeeanbeeeeeansaeeeennres 3.00.015
CREDENTIALS
SPECIAI PLIVIIEGE oot e e e e e e e e aa e 4.00.030
CREDIT CARD USKE ......utiiii ittt ettt e etee e e e ssae e e s sntae e e e sntaea e e sntaeaeeanseeaeennnes 9.03.085
CRIME CLASSIFICATIONS (FCRS) ..eiiiitiiieeiiiiie et stiee e sttee e stteee e staeee s snaeeessneeeeeanes 13.03.000
CRIMINAL
1077101 o] =110 ) &P OSSP PPTT 3.03.020
CRIMINAL HISTORY
Records INfOrMatioN .........c..oiiiiiiiie it e e e reee e e sraeeeeenes 15.05.000
CRISIS SOLUTION CENTER ....ciiieee ettt e 5.10.000
CRITICAL INCIDENT MANAGEMENT PLAN .....coiiiiiiiiiiiie ettt snaeee e 11.01.000
Resource Management ... ... 11.02.000
Continuity Of OPEratioNS ..........ccoiiiiiiiiiiie e e e a e e 11.03.000
Transfer of COMMANG........c.uiiiiiii e e e e e e e s e nneneeees 11.03.100
Sheriff's Office Coordination CeNEN ...........cuviii i 11.04.000
1= T 0 0] o 122 o o [0SR 11.05.100
INCIAENT CIOSE-OUL .....oiiiiiiiiie i e e e see e e e s e e e e eneaes 11.05.200
Hostage Barricaded PErsonS...........ocuiiiiiiiiii it 11.06.000
AIFCTraft INCIAENES ... et e e e 11.07.000
Hazardous Material INCidents ... 11.08.000
NALUral DISASTEIS ...t e e e e e e eea e e 11.09.000
Demonstration Management .............ooiiiiiiiiiii e 11.10.000
=T o g T Y USRS 11.11.000
Train DerailMENnts ... ... . s 11.12.000
Planned EVENTS ...t a e e 11.13.000
CUSTODIAL INTERFERENCE.........cooiiiiiiiieitiiee ettt sttt stre e st e srae e e e seaaeeaeanes 12.01.000
CUSTODY
L0 B 4 =] 1= = SRS 5.01.005
Injury or Death t0 PriSONEIS ........ooiiiiieee e 6.01.000
D
DAMAGE
TO VENICIE ..ttt ettt e et e e s e e e e s sse e e e e nnnaeeeeannneee s 9.02.020
DEATH INVESTIGATIONS ..ottt e et e e 17.06.000
Death with Dignity and Hospice Deaths.............cooiiiiiiie e 17.06.025
Sudden Infant Death SYNdrome .........c..ooiiiiiiiii e 17.07.000
DEATH OR SERIOUS INJURY
ASSIStANCE 10 FaAMIIY ....coiiiiii e 2.07.010
NOtIfication ProCeAUIE ..........ooi e a e e 2.07.005
Retired Department MEemMDErS ..........oooiiiiii e 2.07.015
DEPUTY INVOLVED SHOOTINGS ...ttt ettt et e s ntee e e nnnaea e e 6.02.025
DEPUTY'S NOTEBOOK ...ttt ettt et e et e e e ebae e e e 15.08.000
DETENTION

Of Foreign NationalS ..........oueiiiiiiie e e e 5.06.000



DIGITAL FORENSICS ... e 17.17.000

DIPLOMATIC IMMUNITY ..ttt e et e e e e e e e e e e e e e e e e eamnnneeeaaaeeean 5.06.000
DIRECTED PATROL MISSION .....coiiiiiiiiiieiiite ettt e e nntee e e nnnee e e 4.07.000
DISABILITY LEAVE ... ..ottt ettt ettt e s e e e s et e e s e ntae e e e nntaeeeensaeaeennneas 2.01.050
DISABLED MOTORISTS

On State ROAAWAYS .......cooiiiiiiiiie et e e 9.04.065
DISABLED VEHICLES

L0 4= T ] (SR 9.00.025

MAINEENANCE ...ttt e et e e e s e saabr e e e e e e e e e anees 9.03.065

Towing Department VENICIES ............oiiiiiii e 9.03.095
DISCHARGING FIREARMS ... ittt e e e nnrae e e e 6.02.000
DISCIPLINE

e 17 RS 3.03.205

U 1 o 41 2P 3.03.195
DISCLOSURE OF RECORDS .......ooiiiiiiiiieeiiiie ettt e et e e e sntae e e s snbae e e e snnaeeeennees 15.04.005
DISCRIMINATION. ...ttt ettt e e e e e e et e e e e e e e e saneneeeeaaaeessannnneeeeaaeeean 3.01.000

REPOMING oo, 3.01.015
DISMISSAL, CAUSES FOR ...ttt e e e e e e e e e e e e s ennneeeeaae e s 3.00.015
DISPLAY OF OFFICIAL EQUIPMENT ......ottiiiiiteiiiiiteeeiie et e stee e ntee e e ntae e e e nneeas 4.00.025
DISPOSITION OF INVESTIGATIONS ......ooiiieeii ettt e e e e e e e nnnneeeeaee e s 3.00.025
DISPUTE RESOLUTION CTR.....tiiiie ittt see e stee e sntae e staea e e snnaeaeenneeas 16.05.000
DISSEMINATION

REIEASE Of RECOIAS ....eeiiiiiiiie ittt e e st e e e st e e s s beee e e snaeeeeanes 15.04.005

Sex Offender INfOrmMation ...........ooioiiiiiiie e 15.04.010
DIVE UNIT ...ttt ettt e st e e sttt e e e st e e e sntee e e e anbae e e e anbaeaeesnbeeaeeannaeeeennnes 11.00.025
DOMESTIC VIOLENCE

INVESTIGAtIoON OFf ... e e e e e e e 12.04.000

Involving Department MemDbBErs..........coi i 3.02.000
DONATIONS ...ttt ettt e ettt e e e et ee e ansbeeeeans bt e e s ensbeeeeennteneeanntaeeeennnes 8.00.055
DOUBLE RESTRAINTS ...ttt ettt e e et e e e e e e s nae e e e e e e e snnnnnaneeaaeeean 5.01.050
DOWN WIRES ... ..ottt ettt ettt e e e st e e e s tee e e e anbe e e e e anbae e e e snbaeaeesntaeaeennnes 10.05.000
DRUG INVESTIGATIONS

P o= 1410 0= 0 | S TP PPUPPPT 17.10.000

(07T oo 18 o1 (10T TN [ 1= 0 1= | SRR 17.09.000

Investigating Violations ... 17.08.000
DUI INVESTIGATIONS ...ttt ettt e e e e e sttt e e e e e e sn s aae e e e e e e e sennnnaeeeaaeenan 9.06.000
DUTY

1110 o PSSR 3.00.020

o [ 10 PSRRI 2.00.090

JUEY et et e e et e e e e 4.05.060

Off-Duty INVOIVEMENT ... e e e 4.00.040

PUNCIUANILY ...t e e e e e e e e n e 2.00.095

ST [T=T o o T ] o [P RRTR 3.00.015

To Report Criminal ACHVILY .......oooiiiiiiie e 3.00.005
E
EARLY INTERVENTION SYSTEM ....oiiiiiiiiiiit ettt nnee e e 3.07.000
ELDERLY ABUSE .....coii ittt ettt e e e e s et e e e e e e s s st e e e e e e e s snsnnnneeeeaeanan 12.00.000
1 SRRSO 14.00.040
ELIGIBILITY

0 pT o] (o) 0 =T o USRI 2.00.015

L1 0 T1 0] 0 0 SRR 7.01.005
EMERGENCY EQUIPMENT

Code ReSpONSE SEIECHON .....cooiiiiiii i 9.00.055

On Private Vehicles, Prohibited ............ooooi e 9.03.100

Pursuit of MOtOr VENICIES .......coiiieiiiieee et e e e e e e e e e e 9.01.000
EMERGENCY LC. PLAN ...ttt et stee e stae e e e etae e e e sntae e e e snnaeeeeenneas 11.01.000

EMERGENCY RELIEF FROM DUTY ...ttt 3.03.040



EMPLOYEE ... e e 2.00.015

ST To o7 =1 (o] o1 S 3.00.025
ASSISTANCE PrOgram. .. ..o 2.08.035
EMPLOYMENT
Background Investigation ..., 2.00.035
e o 1 o112 EER 2.00.015
Harassment and DisCrimination............oooiiiiiiiiiii e 3.01.000
L5 I 1 SR 4.03.000
POLICY ettt e e e et e e e e b ee e e e arte e e e areeeeennreas 2.00.005
= ToT0] 41 g 1=T 0o F= 14 o] -SSR 3.00.025
ENDORSEMENT
Employment, Persons, FirMS ... ... 3.00.025
EQUIPMENT
Approval, Personal EQUIPMENT ........ooii e 7.03.030
Community Service OFfiCEIS .......coiiiiiiiiii e 2.13.025
Damaged OF LOSE .......oeiiiiiiii e 7.04.025
Department Vehicles ... 9.03.080
Display of, Prohibited .........oooo oo 4.00.025
= 111U o ) PR PRR 8.08.000
REQUITEA ... et e e ettt e e e e e et e e e nneas 7.03.020
Yo T=TelE- | SR U R OP O PPPTP 7.03.025
LI T L RSP 8.09.015
Using Personal COMPULETS...........c.uviiiiiii ittt e e et ea e e 14.00.035
Vehicle/EQUIpMeENt INSPECLION .......eiiiiiiiiii e 9.03.055
WOrN OF Damaged ..........uuuiuiiiiiiiiiiii s 8.09.020
EQUIPMENT FAILURES, REPORTING OF
ReqUIrEmMENtS ... 8.08.010
Types Of Failure REPOIS ........uiiiiii e 8.08.015
[ 01 @ S PSR 9.00.035
EVALUATIONS (PERFORMANCE APPRAISALS)
Y o] o 1=T= Ko ) SO P TR SOP 3.04.025
1070] 0701 1= 1 o] o HO P PPPRP PPN 3.05.000
] PRSPPI 3.04.015
O LSO 2.17.010
Performance Appraisal ...........ccooo oo 3.04.015
REPDOIMS .o e e e e e e 3.05.000
RequIremMeNnt 10 SIgN ......eeiiiie e 3.05.040
EVIDENCE
1070]|[=Tex 11 g o R C U] T [ (o J U 8.01.000
Drugs, Money, Other Property ..o 8.00.030
T aTe =T 4 o] o ] €TSS URRR 8.03.000
FIrCarmMS 8.00.025
Identifying @nd PreServing ..........oooii oot 8.01.000
Packing and STOMNG.......coiiiiiiiie e 8.02.000
Preserving, GUIAE 0 .......eeoiiiie e e 8.01.000
Retention. ... 8.00.020
Vehicles IMPOUNEd ... 9.04.050
LAY (T Vo] o L1 o S 3.00.025
EXCITED DELIRIUM......ouiiiiiiiii ittt ettt st st e e s ettt e e e entee e e snnneneeenseeaeennnees 5.09.000
EXPENSES ... ...t e e e e e e e et e e e e e e r e e e e e e aarararaaaaeanan 4.02.015
EXPLORER PROGRAM ...ttt sttt ettt s st ea e st e e s e stae e e e nnsaeaeannseeaeennneas 2.14.000
EXPLOSIONS/EXPLOSIVES......coc oottt ettt ettt e e e e et e e e e e e e nnnnaeeeaaeeean 10.03.000
EXPOSURE CONTROL PROGRAM ......cooiiitiiee ettt 10.00.000
Decontamination ... 10.00.030
Personal Protective Equipment ... 10.00.035
ProCEAUIES ... 10.00.025
EXTRADITIONS . ...ttt ettt et e e e ettt e e s s st e e s ans e e e e enteeeeestaeeeennseeaeennnens 5.01.090

EXTRAORDINARY WRITS ..ottt st e e e st e e e e e e e e nneeas 1.00.035



F

FAILURE
Training or QUAlIfICAtION ..........uiiiiiiie e e 3.00.020
FALSE
1) o] 0 4 F=1 o] o PRSPPI 3.00.015
R =1 (=1 1Y 0 (SR 3.00.015
Alarm Reduction Program ........cccooioioioiiie s 17.15.000
O SR 13.03.000
FELONY FLIGHT ..ottt nnr e sbe e nane e 9.01.000
FERRY TICKETS ... ieieiite ittt ettt et e st e st e e e e e ete e e smteeemeeeeaseeeamteeaaneeesnseeaaneeeanneean 4.02.050
FIELD TRAINING MANUAL ....oiitiiiitieiee ettt sttt nane e 1.01.015
FILE SECURITY ittt ettt ettt ettt et e et e e e smte e emteeaseeesmteeaaneeeaneeeaaneeeanneaans 2.00.060
FINGERPRINTING
JUVENIIES ..t e e e e e e e e e e e e e e e e nneneee s 12.08.000
FINGERPRINTING EVIDENGCE ...ttt 8.03.000
FIRE INVESTIGATION UNIT ...ttt st e e e e 11.00.030
FIREARMS
Accidental Discharge, NO INJUMY.........eiiiiiiii e 6.02.010
Discharge Of, All Other..........coiiiiiieeee e e e e e e eaaes 6.02.015
Surrendering Under Court OrAer.........c.uiii i 8.04.000
Violation INVeStigations ........ccooiiiiie - 6.09.000
FIREARMS AND AMMUNITION
AMMUNIEION GUIAEINES ......ciiiiiiiiie e bee e e e enrae e e e nneeas 6.07.075
AMMUNIEION, PraCliCe.....uue i et e e e 6.07.085
Automatic Rifles, Carrying/Deploying .........cceieeiiiiiiiiiiiiee e 6.07.045
0T o OSSR 6.07.090
Carrying Firearms in VENICIES............uvviiiiiiiie e 6.07.040
L0714 0771 0 To o RPN 4.00.015
Carrying on Commercial AIINES .........ooiiiiiiiiiiiiiec e 6.07.050
L0 01T 10T {1 o () SR 6.07.025
Cleaning RESIHCHONS ..........euiiiiiii e 6.07.120
Modifying Prohibited ............ooo i 6.07.055
o] 1o VUSROS 6.07.005
Primary APPrOVEA ........ooiiiiiiiiiii ettt e e et e e e e e e e 6.07.060
Private PUIChASe ....... ... e e e 6.07.115
REIEASING ...ttt e e e 8.00.025
Replacement Weapons ... 6.07.070
REQUESES 10 CaITY ... e e s e e e e 6.07.110
ReqUIreMeNnts 10 CarTY ... .o it e e e e e 6.07.035
Responsibility, DEPULY.......ouiiiiiiiie e 6.07.030
Responsibility, RaNGEMASTIEr ..........eiiiiii e 6.07.015
SECONAAIY WEEPONS .....eiiiiiiiiieiiiiiee ettt ettt ettt e e e st e e s s be e e e e sbee e e e abbeeeeabreeaeaae 6.07.065
Shooting with Personal FIrearms ..........coooi e 6.02.020
B IL=E £ Lo TP OO PPPP PRSPPI 6.07.100
10 ] 0= To 1 o [ PP URRRN 6.07.125
FIREARMS PROFICIENCY
ProfiCienCy ProCeAUIES .........ooi e e e e e e e 6.08.005
Firearms ProfiCIENCY .......oouiiii i e 6.08.010
Rifle ProfiCIENCY ...t e e e e e e 6.08.015
SECONAArY FIFCAINMS ......oiiiiiiiii ittt e e st e e e sbe e e e abeeeeesneeeeeane 6.08.025
Shotgun ProfiCIENCY ... e 6.08.020
FITNESS FOR DUTY ..ottt see sttt et e st e e st eesmteeanteeasnteesnseeeaneeesnseesnseeesnnenans 3.00.020
FLASHLIGHT ..ttt ettt ettt s et e ettt e sat e e emte e e be e e smbeeaaneeesneeesabeeeanneeans 7.03.020
FOOTWEAR ...ttt ettt ettt ettt e st e e s et e e e s e e st e e smteeenteeesaeesnteeeaneeeanseesnseeeannenans 7.01.090
FORCE, REPORTING
1= T a1 o] g <SOSR 6.01.010

Commander's ReSpoNSIDIlItIES ..........oeviiiiiiiiiiiiiiiiiieeeeeeeeeeee e eeaaees 6.01.030



HU'S RESPONSIDIIILIES ... s 6.01.040

Deputy's ReSpONSIDIlItIES ......cooieeeeee e 6.01.020
POLICY ettt et e e e e e e e e abte e e e beeeeeanreas 6.01.005
Supervisor's ReESPONSIDIlIIES ......ooeeeeeiiei e 6.01.025
FORCE, USE OF
DEadlY FOICE... ..o e e e e 6.00.020
1= T a1y (o] o < TP 6.00.010
Medical Treatment............ 6.00.015
POLICY ettt e e e e et e e e e abee e e e abte e e e areeeeeanres 6.00.005
RESHICHONS ... 6.00.025
FOREIGN NATIONALS
Detention Of ... 5.06.000
FORMS
Completion, General GUIAEIINES ...........ooviiiiiiiiiiiiiiiiieeeeeeeeeeeeee e eeeeeeeaeeeseeeeeees 15.01.020
L07] a1 1o] o) SRR 15.01.010
Suggestions for Change Of ... 15.01.010
FOUND BICYCLES
[ 115 oo 1< 117 1o ) SRS 4.08.000
FOUND PROPERTY ...ttt ittt ettt ettt s sttt e sttt e e s st tee e s ansbe e e e ennbeeeeannseeaeannneeeeennnens 8.06.000
FUGITIVE FROM JUSTICE .....ooiiiieie ettt a e enrae e e 5.04.000
FUNCTIONAL STRUCTURE ..ottt nee e e nrae e e e 1.04.000
ShENf'S OffiC . .uiiiiiiiiie e 1.04.010
Chief DepuUty's OffiCE .......uuvieiiiieie i e e e e e e e 1.04.015
Patrol Operations DiVISION ...........coiiiiiiieiiiiie et 1.04.020
Special Operations SECHON .........cciiiiiiiiiiee e 1.04.030
Criminal Investigations DiViSION...........ic i 1.04.025
SUPPOIt SEIVICES DIVISION .....eiiiiiiiiiiiiiie e e e e e et eae e 1.04.035
G
GANG ENFORCEMENT ....oiiiitiiee sttt ettt ste e e e st e e e et e e e e bb e e e e esseaassneeeaeanns 17.11.000
GAS
Credit Card USE .......ooeieiiiiiieieeeeeeeeeeeeeeee ettt e eeaeaeaesesasesasssssssssssssssssssssssnsnnnnns 9.03.090
GENERAL INFORMATION BULLETIN.....coiiiiiiiiiiiiiie et sen e e 1.01.025
GENERAL ORDERS MANUAL ...ttt ettt e ebaea e 1.01.015
GIFTS
ACCEPHNG GratUities... ..o i 3.00.015
L F= T o [T To o ) PP URRR 8.00.055
GLOVES . ...ttt e e e et e e e e et e e e e et e e e e et e e e e e st aeeeeabeeeeeanraeaeeaares 7.01.095
LT N 1 TSRS 1.00.050
GRATUITY, SEEKING -.eeeettteeeieeeiiiie et e e st ee e e e e st e e e e e e e st ereeaeessaanntaeeeaaeeesaannraneeaaeeean 3.00.025
GRIEVANCE PROCEDURES
CiVil SEIVICE RUIES ...ttt aeaasasssssssssessssessesssnnnnes 3.06.005
Collective Bargaining AQre@ment ....... .o 3.06.005
LU ettt e e e e e e e —— e e e et —e e e e aabeeeeaaataeaeaarae e e e nraeaeannres 3.03.240
Members and Issues, Exempt ... 3.06.010
GUIDE TO INFORMATION ...ttt ettt ettt s vt e e st e e e st e e e srbeeaesnaneaeanes 15.06.000
L€ N = I PSR 7.03.005
H
HANDCUFFING SUSPECTS ... oottt sttt ettt e stee e s ssee e s ate e e s enteeesannsaeasannseeaeennnes 5.01.010
HANDGCUFFS ...ttt e e e e e e e et e e e et e e e e e eabee e e eenbaeaeeanreas 7.03.020
HARASSMENT
DefiNitioNS ... 3.01.010
MaliCIOUS ... 17.05.000
POLICY et e e e e e e e tae e e e nreas 3.01.005
ProCedures ... 3.01.020

RESPONSIDITIES ... 3.01.015



HAT

CampPaign Hat........oooiiiii e 7.01.070
1113 0= o PR PRR 7.01.075
HAZARD SAFETY FILE, OFFICER/DEPUTY ... 13.02.000
HAZARDOUS MATERIALS
7o g a1 o TN N T Y= £ SRR 10.04.000
Chemical & Biological INCIAENtS...........ccoeiiiiiiiiiiiiiee e 11.08.045
DOWN WIFES ...eeieiieeeee ettt e ettt e e e e e e e et e e e e e e e e e nnenteeeeeeeeeaannnneneeaaeeean 10.05.000
EXPIOSIVES ... 10.03.000
Responding to INCIAENTS ......oueeiiiii e 11.08.045
Radiological HAzards ........... ... s 11.08.045
HEALTH ISSUES
Exposure Control Program .........cc.uuiiiiiii ittt e e et ea e e 10.00.000
TUDErCUIOSIS EXPOSUNE ... e e e e e e e e e eas 10.01.000
L = I O I ! o SRR 11.00.010
HOGTYING ..t e e e eeeeee s SEE DOUBLE RESTRAINTS
HOLDING CELLS ...ttt sttt e st e e s et e e s et e e e e nbe e e e e nnraeeeennneas 5.01.055
HOLSTERS ...ttt e e e e e e e e et e e e e e e e e s nsntaeeeaeeeeaannnneeeeaaeanan 7.03.010
HONOR GUARD ......coiiitiiiie ittt ettt e e s st e e s st e e e ans e e e s enbeeeeanteeaeennseeaeennnes 1.05.020
HOSPITALIZATION
GUAIdING SUSPECLES ...ttt e e e e e et e e e e e e e e tabreeeaaa e s 5.01.065
INJUIEA PriSONEIS ... .ttt e s et e e e e e e 5.01.075
HOSTAGE NEGOTIATION TEAM .....ciitiiie ittt ettt e e stae e e 17.01.100
107 1L @ 0y A O 1 (=4 = SRR 11.00.035
HOSTAGE SITUATIONS ...ttt et e et e e e ebae e e e snbae e e e snnaeeeennees 17.01.100
BarriCaded PEISONS .........uiiiieiiiiiciiiiie ettt e et e e e e s e e e e e e e e e s reneeaeeeean 17.01.000
HOURS OF DUTY c.eiiiiiiiiie ettt ettt sttt e sttt e e s sttee e s st e e e s ansteeasensteeeeanbeeaeannseeeeennnes 2.00.090
HULK VEHICLES ...ttt e e e e ettt e e e e e e s mnnaee e e e e e e e snnnnnneeeeaaeenan 9.04.035
I
IDENTIFICATION
AS @ DBPULY ... e e e e nreas 4.00.010
L0710 T T o R 4.00.015
10T oo RS PPPRPOPPRRRN 5.01.040
IDENTITY THEFT oottt et e et e e e et e e e e st e e e e nnreeeeennneas 17.18.000
U INVESTIGATIONS ...t ee ettt e e e e et e e e e e e s s et eeeaaeeseannneneeeeaeeaaannnes 3.03.000
IMMIGRATION CONTACTS
[ F=TaTo | TaTo o ) PRSP 5.05.000
IMPOUNDS
Abandoned Boats and Watercraft .............ooooveiiiiii e 9.04.075
Abandoned Vehicles, PUDIIC ... 9.04.020
Y oTed 1o [ a0 Yo=Y 1= S 9.04.050
1= T 011 (o] o USSP URRR 9.04.005
Disabled MOtOFIStS .......cooeeieeeeeee 9.04.070
FOr EVIAENCE PrOCESSING ..coiii ittt e e e e e e e e e e e aanes 9.04.055
JUNK OF HUIK VENICIES ... e 9.04.035
Stolen ReCoVery, INSIAE ... e 9.04.040
Stolen ReCOVEIY, QULSIAE ......cciiiiiiiiiieiiii et ee e e e e e s nnraeeeaeeeean 9.04.045
VEhIClE INVENTOTY ...t e e e e e 9.04.065
LT 1= SO 9.04.030
WIth Prior NOTICE ......eeeeieee e e e e e e 9.04.020
WithOUL PrIOFr NOLICE ... s 9.04.015
INCIDENT COMMAND SEE CRITICAL INCIDENT MANAGEMENT PLAN
INCLEMENT WEATHER .....ooiii ettt e e e et a e e ennee s 2.00.105
INFORMANTS . ...ttt ettt e et e e st e e s e st e e e e ess b e e e s ansbeeeeanteeeeensseeaeennsaneeennnes 17.16.000
INFORMATION

GUIAE £0 SOUICES ...t ettt e e et e e e et e e e et e e erat e e e enaeenees 15.06.000



INDIVIDUAL PROPERTY ...t 7.03.030
INJURY ON-DUTY

NOLIfICAION OF ... .o e 2.07.005
INJURY, WORK RELATED

Claims/Benefits, LEOFF-I........coiiiii ittt e e 2.03.015

Claims/Benefits, NON-LEOFF-| ...t e e 2.03.010

107071010 A TS 1] 01T WY/ =T o] PRSP 2.02.015

Disability COOrdiNator...........ooiiiiiii e 2.02.025

Light Duty (Transitional DULY) .........eeeiiiiiiiiiiiice e e e 2.04.000

Member's ReSPONSIDIlItIES .......ceeeeiiiie e 2.02.010

Supervisor's ReESPONSIDIlIIES ........cccuuviiiiiiei e 2.02.020
INQUESTS

Pre Planning Meeting..........cooo oo 6.02.025
INQUIRIES AND REQUESTS

BY the PUDIIC ... e 1.00.045
INSIGNIA

Breast and Hat Badges.........coooo oo, 7.02.005

107 0] 011 =T Q7 1 1= SR 7.02.025

LTSI U= o7 =X o PR SUPRR 7.02.050

g = oY 0 0= ) o OSSR 7.02.020

Rank Braid, Dress JacKet ... 7.02.030

RANK INSIGNIA ... e 7.02.015

SEIVICE SHAIS ..oiiiuiiiie ittt et e e e sttt e e e st e e e e sbe e e e e s bae e e e s baeeeeabreeeearreeeeanns 7.02.045

T aToT U o =Y gl = o o SR 7.02.010

SPECIAI UNIt. ... e e e e et e e e e e e e e aaa e e s 7.02.040
INSPECTIONS

Lin€ INSPECLIONS ... 4.00.105

Staff INSPECLONS ....eoieiiie e e e e 4.00.110
INTERNAL INVESTIGATIONS ...ttt ettt ettt ettt et e e sttt e e s e e e s ennaeeesennneee s 3.03.000
INTERNET-EMAIL ...ttt ettt e e e e e et e e e et e e e e enbae e e e nntaeeeennreas 14.00.040
INTERNS . ...ttt e sttt e sttt e e sttt e e e s se et e e s staeeeeansseeeeansseeeaansaeeeeanneeeens 2.00.025
INTERPRETERS

ST (o] I =T g Vo U= To [ TR ST RSSO PR 16.04.000
INTOXICANTS PROHIBITED .....cuviiiiiiiiiee ittt a e s e e e enaee s 3.00.015
INVENTORY

Of IMpouNded VERNICIES .........ooiiiiiiiiiiieie e 9.04.065
INVESTIGATIONS ...ttt ettt e e sttt e et ee e e et e e e e nb e e e e nbaeeeenneeeeeennneas 17.00.000
IRIS

L@ YT {0 = PR RRT 4.01.040

Reports and GUIAEINES ........cooiiiiiiiii e 15.02.000
J
JACKETS

= Lo PO TSP R R SUPPPP 7.01.100
JURISDICTION RESPONSIBILITIES .....cottiii ettt ettt e et ee e sneeeaeanes 4.00.060
JURY DUTY ittt ettt e e ettt e e e st e e e st et e e e sbae e e e sbaeeessbbeeeesabaeeasssseeaeanns 4.05.060
JUVENILES

L0311 (o] o - SRR 12.07.040

Contacting at SChOOL..........e e e e 12.06.000

107410011 a b= I @70 ] = o3 (PSR 12.07.035

Fingerprinting/Photographing............eeoioooiii e 12.08.000

LINMBUDS ettt e e e r et e e e e e e e e e e e an 12.08.000

T3 g T SRS 12.07.030

Releasing/Obtaining Information from Schools ...........cccoiiiiiii e 12.09.000

RUNGWAYS ...ttt ettt e e e e e et e e e e e e e e e nbeteeeeeaeeeaannnneeeeaaaaean 12.07.020

Y=Y 0 0§ 1= o LY SRR 12.07.045

I8 = 1 o USSR 12.07.025



K

K-9

1071 L@ 10y A 01 (=14 = RO PRRT 11.00.040
KINIVES ..o et e e e e e e e e e e e e e e e aaaeeaaaeaan 7.03.025
L
LABOR MANAGEMENT

115 o 10 =1 SRR 17.13.000
LANGUAGE LINE ....outiiiiiiiiii s nnnnnnnnn 16.04.035
LATENT PRINT LAB

L0211 B O 101 O] 1] (Y o T- PP POPRPPPPPPPPPPRt 11.00.045
LAWS

(070101 {oT4 g F=TaTeIc YN (o TR PP PPPPPPPPPPPPPPPRRt 3.00.015
LEATHER GOODS

Equipment Required ..., 7.03.020

LU I 1= | 7.03.005

[ (0115 (=T £ SRR 7.03.010

Special EQUIPMENT ... ..o 7.03.025
LEAVES OF ABSENCE

BEreaVvemMENt LEAVE.........o et e e e e e 2.01.025

Disability LEaVe .....ccooeeeeeeee 2.01.050

Documentation of Violations ... 2.01.045

MEAICAI LEAVE ...ttt e e e e et e e e e e e e ea et s 2.01.055

MIlIEANY LEAVE ...ttt et e et e e et e e e 2.01.015

SICK LBAVE ..ottt a s et aeeseasseesnesesssssesessnnnssssrnnrnnrnnes 2.01.020

UNPAIA LEAVE .....eoiiiiiiiie ettt et e e e e e et e e e 2.01.055

A=Y 171 (o o R 2.01.030
LESS LETHAL WEAPONS ...ttt e e e e e e e e 6.04.000
LIGHT DUTY (Transitional DULY).......cceiiuiiieiiiite ettt e e e e sntee e nniae e e e 2.04.000
LINE-UPS

INVOIVING JUVENIIES ... 12.08.000
M
Y AN O] I A=Y (o =0 I [ 4 ¢= T o | S 7.04.005

Def TeK PEPPEI SPIaAY ....eeeiiiiiiiiiieiie ettt e e e e e e e e e e e e e e e annes 6.05.000
MAINTENANCE AND REPAIRS

To Buildings and EQUIPMENT ..o 1.00.040

B o T o102 1= N 7.03.020

Repair of VENICIES........ccooe 9.03.055
MAJOR CRIMES UNIT

(OF= 1| O 1| 03 11 (=14 = [P PORRRt 11.00.050
MAJOR INCIDENT REVIEW ... e 1.05.050
MALICIOUS HARASSMENT .....uuuuiiiiiii e nnan 17.05.000
MANAGING CRIMINAL INVESTIGATIONS ..o 15.03.000
MANUAL

IR 01 o L SRR 1.01.015
MANUAL RULES AND REGULATIONS

Contractual AQrEEMENTS ........oii ittt et e e e e saeee e 1.00.010

Department Manuals ... 1.00.005
MARINE UNIT

(02211 O 1| ©F 11 (=15 = [OOSR 11.00.055
MARR UNIT

(OF= 1| O 10| ©F 11 (=15 = [ SURR 11.00.060
Y S T 13.01.025

MASS ARREST SITUATIONS ... 5.03.000



MASTER POLICE OFFICER

APPLICAtION PrOCESS ....oiiiiiiieieee ettt e e e e e e e e e e e e e e nneee s 2.11.025
AP PO NS ... s 2.11.035
107 0] 14T 0T 0 TS7= 1 1] o TSR 2.11.050
o 1 o111 RSP STPRR 2.11.020
L@ TTE 111§ Tor= 11T o E- SOOI 2.11.015
REMOVAL ...ttt e e e et e e e e et b e e e e e e e e e e nnnes 2.11.045
RESPONSIDIITIES ..o e e e e e e e e e e e ennes 2.11.010
MCI, Managing Criminal Investigations..............ccccuiiiiie i 15.03.000
07 NS T L= = SRR 13.01.035
IVIEALS .ttt ettt ettt e e et e e e Rt e e e b e e e e e b e e e e e R bee e e e anbeeeeeanreeeeennres 4.00.100
MEDIA RELATIONS . ... ettt ettt et e ettt e e s et e e e e st e e e e st e e e ensbaeaeenraeeeennnes 1.06.000
MEDICAL LEAVE ...ttt ettt ettt sttt e e s et e e e e st e e e e nbe e e e e nnreeeeennneas 2.01.055
MEDICAL RESTRICTIONS/ACCOMODATIONS ... 2.05.000
MEMORANDUMS ...ttt e e s st e e s e s be e e e e nbe e e e anbeeeeennreeeeennnes 1.02.000
MENTAL HEALTH TREATMENT
Duty Related Treatment...........o i, 2.06.010
Examination AUthorization ..............oooiii e 2.06.005
Initial Treatment ... .. ... 2.06.010
NON-Duty Related ........oooiiiiiiiie e 2.06.035
Reporting EXPENSES ... 2.06.030
Subsequent Treatment, LEOFF-| ... 2.06.015
Subsequent Treatment, MEMDEIS .........c..oooiiiiiiiii e 2.06.020
MENTALLY ILL PERSONS
=] (=Y o1 7o) o X o PR PRR 5.08.000
MILITARY
Military Areas, Police BUSINESS.........cccoiiiiiii 4.00.075
MILITARY LEAVE ...ttt ettt e e e et e e e et e e e e abe e e s e nnbe e e e enraeaeennreas 2.01.015
MIRANDA
107 o I {01V o =Y o SR 5.01.025
SUSPECE RIGNTS ...eeeiiiii e e e e e e s bre e e e e e e 5.01.025
1T N L SR 3.03.000
MISSING PERSONS ... .ottt et et e e e s tee e e e stee e e e et e e e e snbaeeeesnnaeeeennnes 12.02.000
MOBILIZATION, EMERGENCY ...ttt a e e e e e e e ennnaeeeaaee s 11.01.000
MOURNING BANDS ... .ottt ettt e e s et e e s et e e e as e e e e enbeeeeaanbaeeeeanreeaeennnes 7.02.005
IMIUTUAL AID ..ottt ettt e e et e e et e e e et e e e e et e e e e e nbeeeeennbaeeeenbaeaeennreas 1.05.045
MUTUAL AID RADIO SYSTEM (MARS)
L0 FS T SRR 13.01.025
N
NARCOTICS
ADBAtEMENT Program........coo oo 17.10.000
Drug INVESHIGatioN ...t a e 17.09.000
INVESHIGAtION OF ... e 17.08.000
B I = 10T I Y o PRSP 8.10.000
NARCOTICS PACKAGING......ccoiieeieiieieiie ettt et ee e e e e e s sneeae e e e e e e s snnnnnaeeeaaeenan 8.02.015
NEWS MEDIA RELATIONS
1= T a1 o] g <SSP SRRR 1.06.010
General GUIAEIINES ... ...t e e e e e e e e 1.06.015
MRO ReSPONSIDIlITIES ....coieeiieiiiiiee e 1.06.020
Release of Information POlICY ..........oooiiiiii e 1.06.025
Sex Offender Information REIEASE ..........ccoviiiiiiiiii e 15.04.010

NOTEBOOKS ... s 15.08.000



O

OFF DUTY EMPLOYMENT

Y o] o] 117> o) o I g oo Y= 4.03.020
1= a1 o] g O EER 4.03.010
] 0101 E= 110 ] F= S PP 4.03.025
VENICIE USAQE ... ittt ettt 4.03.030
OFF DUTY INVOLVEMENT ....ooiiiiiiiie ittt a e e sntte e e snree e e e snnee e e e nnneas 4.00.040
OFFICER INVOLVED SHOOTINGS
AnMal EUth@n@sia........ccooiiiiiii e 17.14.015
INJURY OF DEALN ..o e 6.02.015
NO INJUIY e, 6.02.010
OFFICERS
COMMUNITY SEIVICE ...t e e e e e e e e e e e e s e raeeeaaeee s 2.13.000
=T oo 4 B =T U114 Yo SRS 6.01.015
RESEIVE ..ttt e e e e e e e e e e e e e r e e e e e e e 2.12.000
ONE-ON-ONE
S TU T o1=Tox o 1 I PSPPI 5.01.040
ORAL BOARDS, DEPUTY ...ttt e sttt e e e e s e st e e e e e e e s annsaeeeeaeeesnnnnnnaneeaaeenan 2.00.040
ORDERS
CoNFlICHNG OFAEIS ...ttt e e sb e e e sbeeeeeaae 4.00.035
L@ T=To [ 1T Lo = (o TSP 3.00.020
L0 1 = 1 SO 4.00.035
ORGANIZATION
Chain of COMMANG........cieiiiie e e e e e e e e e e e nnneeeeaeeee s 1.03.005
L7 =T SRS UPPRSPPRRRN 1.03.015
Membership ReStrCHONS .......coiuiiiiiii e 3.00.025
OVERTIME COMPENSATION
2 2= To A1 1Yo PRSP 4.01.015
L7 18 | SRR 4.05.055
] B TR T o] 111 (o o S 4.01.050
Payment DiSpUtes........cooo o 4.01.045
Requesting OVErtiME ... 4.01.035
Shift EXTENSION ...ttt ettt e e e et e e e e e e e ea e e eaaees 4.01.010
P
PACKAGING
] U T PO URRRN 8.02.015
1 [o] 0 1= PP PP PP PUPPPPPPPPPRN 8.02.030
L@ 11 [Tl o o] oT=T o RPN 8.02.025
S TU T o] o7 o 11 - S ST SRSTI 10.02.000
PAGERS ...t e e e et e e e e bt e e e nraeeeennres 4.04.010
PATCHES ... oottt e et e e e et e e e et e e e e st e e e e st e e e e e aabeeeeeanreeaeennreas 7.02.010
PATROL
CONINUOUS COVETAJE ....coiiuiiiieiiiiiiee et ett ettt ettt e e sttt e e e et e e e sbbe e e e abbeeeeaneeeeeaae 4.00.080
Directed Patrol MISSIONS .......coiiiiiieiiieee e e e e e e e e e e 4.07.000
Rotation/Shift/District ASSIGNMENTS......ccooiiiiiiiiii e 4.00.085
PEPPER SPRAY ...ttt ettt ettt ettt e s sttt e e s et e e s sasteeesans e e e e enteeeeannbeeeeannreeaeeannes 6.05.000
PERFORMANCE APPRAISAL ...cooii ittt ettt ettt e e e e e st aa e e e e snssnaeeeaaeen s 3.04.000
PERFORMANCE APPRAISAL REPORTS ......ooiiiiiiie ittt a e 3.05.000
PERSONAL ASSISTANCE TEAM
I (o] 1 To= o] o [ USRS 2.09.030
L@ 140 F= 101 2= i o] o R PPPPRPPPPRRN 2.09.010
ReqUIrEmMENtS ... 2.09.020
RESPONSIDITIES ... 2.09.035
RS Ted 1= (1] oo USSR 2.09.025

PERSONAL EXPENSE ITEMS ..... .ottt e 4.02.025



PERSONNEL ASSISTANCE

Critical Incident Debriefing ... 2.08.025
Critical INCIANES .....eeeeii e 2.08.020
Employee AsSIStance Program....... ..o 2.08.035
GENETAI ROIB...... ettt e e e st e e e sbe e e e anbb e e e e abreeeeane 2.08.015
PERSONNEL CONDUCT
Absence Without Leave (AWOL) ......ccocciiiiiiie et 2.00.100
Assignment, Seeking OutSide Aid .........oocueiiiiiiiiii 3.00.025
BIgO Y 3.00.015
CarryiNg FIMAIMIS ...ttt e s e e e e sbreeeeaae 4.00.015
CauSESs fOF DISIMISSAL ......cciiiiiiiiiiiiie ittt e e st e e e bt e e s sbbeeeesbreeeeane 3.00.015
CoNflICHNG OFAEIS ...t sb e e e 4.00.035
Conflicting REIAtIONSNIPS .....veeiiiiiiiiieie e 3.00.025
ConformManCe t0 LAWS .........eiiiiieeiieee e e e e e e 3.00.015
Conduct UNBECOMING .....cuiiiiiiiiee e a e e e e e e e 3.00.015
{070 1U |4 (=13 PP PPPPRPOPPPRRN 3.00.015
L0701V o [T RS PPUROPPRRRN 3.00.015
Dept. Address Prohibited ... 3.00.025
Display of EQUIPMENT........oooiiiiiiieiiee e e e e e et e e e e e e e e annes 4.00.025
34 0o LU UP PP 3.00.015
DUty HOUIS ... 2.00.090
Duty 10 REPOI CHIMES ...t 3.00.025
Emergency Equipment Prohibited .................c 9.03.100
EMPIOYee ASSOCIAtIONS ... ..eiiiiiiiii et 3.00.025
Enforcement Prohibited ............cooiiiiii i 4.00.055
FItNESS TOF DULY ....eeiiiiiiee ettt 3.00.020
Furnishing Bail ... 3.00.025
L = 1 OSSR 3.00.025
INCUITING Liability ... s 3.00.025
Intoxicants Prohibited ... s 3.00.015
Investigation Recommendations..........coooooooiiiiioiiiiee e 3.00.025
1= g T o LT ] Tl o < T PRSPPI 3.00.025
Names or Photographs, USE Of .........coooiiiiiiiiiie e 3.00.025
ODbedieNCE 10 OFAEIS ......ooiiiiiei ettt ettt e et e e e sbe e e e sbeeeaeaae 3.00.020
Off DUty INVOIVEMENT ... e e e 4.00.040
Plainclothes Officers ReCOgNItion ............ocuiiiiiiiiii i 4.00.025
o] 1o VPRSP 3.00.005
Proper IdentifiCation .............ooo i 4.00.010
PUNCLUANILY ...t e e e e e e e e e e e e e e nnes 2.00.095
Recommending EMPIOYMENt .........ooiiiiiii e 3.00.025
RIGICUIE ..ttt sttt ettt e ae e st e e e be e e saneeeaees 3.00.015
Sale of Personal Items, ReStrCted ..........oviiiiiiieeee e 3.00.025
RS T= 11 o P PRRTR 4.00.050
SIEEPING ON DIULY....ciiiiiiie ettt e et e e s sbe e e e e sbeeeeeaaes 3.00.015
SmMOoKiNG Prohibited.............eiiiiiiii e 3.00.015
10T o1=T T To ] o [ PPPPRPPPPRRN 3.00.020
TrainiNg FailUre ........eiiie e e e e e e eas 3.00.020
USE Of AULNOTIEY ...t 3.00.020
Withholding EVIAENCE ...t e 3.00.025
PERSONNEL INFORMATION
REIEASE OfF ...t e e e e e e e e e e 2.00.045
PERSONNEL MISCONDUCT
Administrative INTErVIEWS ....... ... 3.03.165
Complaints Against Other Agency MembErS..........cooiiiiiiiiiiiii e 3.03.065
Complaints Involving [IU Personnel............ooiieiiiiieieeeeee e 3.03.060
Complaints Received By @ COmMmMaNdEr...........cocuiiiiiiiiiiiiiiiee e 3.03.035
Complaints Received By U ... 3.03.030

Complaints Received By @ SUPEIVISON...........ciiiiiiiiii e 3.03.025



Completed INVESHIGAtioNS .........ccoiiiiiiiii e 3.03.190

Corrective Counseling FOrmat ..o 3.03.230
Corrective Counseling MEmMO ..........uuiiiiiiii e a e 3.03.230
Criminal Conduct Complaints ............ooiiiiii e 3.03.020
Criminal CondUCt, INSIAE .......oiiiiiiiii e e e eaes 3.03.215
Criminal ConAUGCE, OULSIAE ........ueieiei e e e et e e e e e e e e e e eaeees 3.03.220
Disciplinary AUthOrity..........oooo i 3.03.195
Disciplinary Recommendations .............oooiiiiiiiii e 3.03.200
EXCESSIVE FOICE ...t et e e 3.03.055
GrieVaNCe ProCEAUIE ..........eiiiiie ettt e e e e e e e e e e e e e e nneeeeeaaaeean 3.03.240
[TU ClasSifiCatiONS .......cooiuiiiiiiiiiiie ittt e et e e e e e e e nbee e e e nnneas 3.03.185
IMPANTAIEY. ..o e 3.03.110
Intern and Volunteer Candidates ..........cooouuiieiiiiiiiiiiee e 2.00.020
INternal ComMPIAINES .....coiiiieee e e e s e e e e e e e eas 3.03.070
Intoxication COMPIAINTS..........c.uuiiiiie e e 3.03.050
INVESHIGAtiVE STEPS ...eeiiiiii s 3.03.155
Personal INTEIVIEWS. ........eeiiii e e e e e e e e e e enees 3.03.165
Personal Interviews, CHMINGL ........coooi it 3.03.170
Receiving Citizen Complaints ...........coooiiiiiiiiiiii e 3.03.015
RENEf frOM DULY ..o e 3.03.040
Representation ... 3.03.105
Requirement t0 COOPEIate ..........eiiiiiiiie e 3.03.100
Review and ProCessing ... 3.03.190
SEArChes and SEIZUIMES .......cciiiii it a e e e eaee e s 3.03.120
Written Reprimands / FOrmMat ..........oooiiiiiiiii e 3.03.235
PERSONNEL PRACTICES
e [0 | =TT PUPUP P 2.00.075
AENAANCE REPOIS ..o e 2.00.070
Background Investigation ... 2.00.035
1= T a1 o] g OSSR 2.00.010
Employee Elgibility ... 2.00.015
Fle SECUITY ...eeeeieie e e e e e s et r e e e e e e e st eeeeeeeeennnes 2.00.060
Identification, PErsonNel .............oiiiiiiiii i 2.00.065
Intern or Volunteer, AppliCation...........coccuiiiiiiii i 2.00.025
Release of Personnel INnformation ... 2.00.045
LT o= 1= 1110 o TR PPPPRPOPPPRRN 2.00.050
Telephone NUMDET .......uuiiiii s 2.00.075
Temporary Employee AppliCation ............oeeiiiiiiiii e 2.00.030
Temporary, Intern, VOIUNTEET ........ooi e 2.00.020
PETTY CASH ettt e e e et e e e et e e e e ab e e e e e abe e e e eenbaeaeennres 4.02.045
PHONE USE
1071|111 E= Tl 1Y/ ] o SRS 4.04.015
LoNg DiStancCe CallS.........ooiiiiiiiieiii et e e 4.04.035
VOICE IMAIL ... s 4.04.035
PHOTOGRAPHY/IMAGING UNIT
107l @ 0y A O 1 (=4 = SRR 11.00.065
PHOTOGRAPHING
JUVENIIES ... e 12.08.000
PHOTOGRAPHS
SEEKING NOTOTIEIY. ...ee ittt e et e e sbeeeeeeaes 3.00.025
Use for Advertising Prohibited ... 3.00.025
PHOTOGRAPHY ittt et e e e e e e et e e e e e e saasatee e e e e e e e sansnnaeeeaaeanan 16.01.000
PHOTO MONTAGES .......oi oottt e e e e ste e e e tee e e e et ae e e e sntaeaeesnnaeeeennnes 17.19.000
PHYSICAL LINEUPS ...ttt e et e e e e e e e s e e e e e e e ennnnaeneaaeeean 17.19.000
PLAINCLOTHES
Display of Official EQUIPMENT........ooo i 4.00.025

Recognition of other DePULIES .........coiiiiiiiie e 4.00.020



PTO PROGRAM

7= 11 = i oo SRS 2.17.010
LI =11 11T 2.17.010
P OLY GRA P H L.ttt e e e e ettt e e e e e e e e e e e e e e e e e nnnneeeaaeaaan 16.00.000
PREAMBLE
PRECINCT DETECTIVES
(0= | O 11 Q04 (=Y - ISP SST 11.00.070
e SR 1.06.000
PRIMARY WRITTEN DIRECTIVES
L= 0T = | SR 1.01.020
Preparation and CONCUIMTENCE...........ciiieiiiiiiiieeiee et e e e e e e e e e e e e e e e e e e ennes 1.01.030
REVIBW OF ..ot e e e e e et e e e e e e e e e e e eeeaaeeeaannes 1.01.035
PRISONERS
BOOKING 1N ADSENTIA ..ottt 5.01.075
L7010 o S T=Y ol U [ 41 YRR 5.01.070
CuStOdY Of PrISONEIS .....coiiiiiiiiiitie et e e 5.01.005
Emergency Hospitalization ... 5.01.075
Guarding at Medical FaCIlities. ..o 5.01.080
Temporary Holding Of PriSONEIS ...........uuiiiiiii e 5.01.055
LI =10 ES o1 ] i1 T USSP 5.01.045
Transporting Double-Restrained SUSPECtS..........cc.vveeeiiiiiiiiiiieeec e, 5.01.050
PROPERTY CONTROL PROGRAM
EquipmMent Tags. ... 8.09.015
[tems RequIring CONIOL.......ooouiiii e s 8.09.030
Report Requirements...........oooo i 8.09.025
RESPONSIDINTIES ....eeiieeiiee e 8.09.010
SUIPIUS REQUESES ...t e e e et e e e e e e brr e e e e e s 8.09.035
ATy gl gl = 4 F=Te =T USRI 8.09.020
PROPERTY, HANDLING OF
Converting Unclaimed Property ... 8.09.040
Converting or Trading ProCEAUIES............ccoiiiiiiiiiiee et e e 8.09.045
Damaged OF LOST.......uiiiiiiiii e 7.03.025
= 71 71 1o 3 SRR UPRR 8.00.010
Drugs, Money, and Other Property ...........ccooo oo 8.00.035
1= T= g o 1 PSP URRR 8.00.030
o 153 Vo SO SRR 8.06.000
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PREAMBLE

The King County Sheriff’'s Office must maintain a high level of personal and official conduct if it is
to command and deserve the respect and confidence of the public it serves. Rules and
regulations governing the conduct of members of the Sheriff's Office ensure that the high
standards of the law enforcement profession are maintained. Issues of honesty and integrity are
of paramount importance in the operation of the Sheriff's Office. The purpose of the Sheriff's
Office General Orders Manual is to provide guidelines and instructions concerning employee
conduct and responsibility for all Sheriff's Office members in all of their activities, whether official
or personal. The GOM policies are color coded in red, yellow and white. The policies colored in
red are policies commissioned members must know. They concern employee and deputy safety
and create a high risk for the department. The yellow sections address the department’s values,
standards of employee misconduct and lower department risk all employees should know and
understand these policies. The white sections address the department’s business practices.
Keeping in mind the Sheriff's Office's core values; Leadership, Integrity, Service, and Teamwork,
Sheriff's Office members shall:

1. Be honest. Be honest in your case reports, in interviews, when testifying, during
internal investigations, and when dealing with the public.

2. Be respectful. Be respectful in your service to the public, and also in service to your
coworkers.
3. Obey the law. Before we are law enforcement officers, we are members of the public,

and we are subject to the same laws we enforce.

4. Stay within the bounds of your authority. Abusing our authority, even in small ways,
undermines public trust and confidence in our office and in the rule of law.

5. Use force appropriately. When you do need to use force, use it appropriately.
Unnecessary and excessive use of force destroys public confidence and trust,
particularly if it is perceived as punitive or coming from emotion or anger.

6. Respect civil rights. Respect civil rights always. Do not engage in illegal profiling,
discrimination, or harassment.

7. Earn your pay. Be in your assigned area on time, and when you advise radio you are
there, be there. This is about public transparency and being there for your partners.

8. Be accountable. Be accountable to yourself, to those you work with, to those you lead,
and to those we serve.

Sheriff's Office members should not accept or tolerate inappropriate or unacceptable
performance, because it creates a lower standard. Have the courage to address it through
appropriate discipline and/or training in a fair and consistent manner - criminal acts, abuse of
authority, and egregious and/or repeated violations of the GOM will result in serious discipline,
including suspension or termination. When problems are ignored, it is disrespectful to the vast
majority of our department members doing it the right way.

John Urquhart, Sheriff



MISSION — Why are we here?

The King County Sheriff's Office is a TRUSTED PARTNER in FIGHTING CRIME and
IMPROVING QUALITY OF LIFE.

VISION — Where are we going?
The King County Sheriff's Office is an effective law enforcement agency and a respected

partner among criminal justice organizations.

GOALS - How will we get there?

° Reduce crime and the fear of crime.
° Develop and sustain public value and support.
° Hire, train and promote the best people.
° Provide facilities, equipment and technology to support our mission.
OUR VALUES - How do we do business?
LEADERSHIP
° We are respectful, effective and humble.
° We have clear expectations.
° Our manager’s model expectations and we lead by example for all levels.
INTEGRITY
° We are open, transparent, and accountable to the public we serve.
° We acknowledge that public trusts matters — all the time.
° Performance errors are addressed through training.
° Bad faith, criminal behavior, abuse of authority, and repeated or egregious acts are
not tolerated and are dealt with quickly.
SERVICE
° We seize the opportunity to treat people the right way.
° We are good stewards of taxpayer dollars.
° We focus on visible patrol and high impact offenders.
TEAMWORK
° We recognize that relevant training and effective communications increase public
and officer safety.
° We fight crime constitutionally.

° Our managers coach, mentor and develop a strong team culture.



Law Enforcement Code of Ethics

As a Law Enforcement Officer, my fundamental duty is to serve mankind; to
safeguard lives and property; to protect the innocent against deception, the weak against
oppression or intimidation, and the peaceful against violence or disorder; and to respect the
Constitutional rights of all men to liberty, equality and justice.

I will keep my private life unsullied as an example to all; maintain courageous calm in the face
of danger, scorn, or ridicule; develop self-restraint; and be constantly mindful of the welfare of
others. Honest in thought and deed in both my personal and official life, I will be exemplary in
obeying the laws of the land and the regulations of my department. Whatever | see or hear of a
confidential nature or that is confided to me in my official capacity will be kept ever secret
unless revelation is necessary in the performance of duty.

I will never act officiously or permit personal feelings, prejudices, animosities or friendships to
influence my decisions. With no compromise for crime and with relentless prosecution of
criminals, I will enforce the law courteously and appropriately without fear or favor, malice or
ill will, never employing unnecessary force or violence and never accepting gratuities.

I recognize the badge of my office as a symbol of public faith, and | accept it as a public trust to
be held so long as | am true to the ethics of the police service. | will constantly strive to achieve
these objectives and ideals, dedicating myself before God to my chosen profession...law
enforcement.



GENERAL GLOSSARY OF TERMS

For purposes of this manual:

1.

2.

"Department" means The King County Sheriff's Office.

"Department member" means any Department employee whether paid, unpaid, temporary,
permanent, intern, probationary, volunteer, appointed, non-appointed, commissioned, or non-
commissioned.

"Sworn Department member, deputy, police officer, or officer" means any Department member
who is appointed and commissioned regardless of rank or reserve status, unless specified.

"May" means permissible or allowable.

"Should" means recommended, preferred, or suggested.

"Shall, must, or will" means mandatory or required.

"He, His, or Him" means either the masculine or feminine gender.

“Supervisor” means any sworn member from the rank of sergeant or above, and professional
staff who are responsible for managing, directing, or administering the affairs of a unit. This
includes members assigned on a temporary, acting, or out-of class basis to any management

position.

"Need to know" means confidential and restricted access.
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1.00.000

MANUAL RULES AND REGULATIONS

1.00.005
SHERIFF'S OFFICE MANUALS: 12/09

1.

2.

The policies and procedures published in this General Orders Manual, have been adopted for the
guidance of the members of the King County Sheriff's Office.

Department members shall have the responsibility to know and abide by the policies and
procedures in this manual.

Department members shall receive and review the General Orders Manual Preamble during their
hiring orientation.

The Advanced Training Unit shall ensure that all members review the Preamble and the Sheriff's
Office Code of Ethics biennially.

1.00.010
AGREEMENTS: 05/09

1.

2.

a.

CONTRACTUAL AGREEMENTS

Members must obtain prior review and approval of any proposed purchase agreements,
contracts, Inter-local Agreements (ILA’s), Memoranda of Understanding (MOUs) or
Agreement (MOA'’s), or verbal agreements before entering into them.

Only the King County Executive or persons specifically designated in writing by the
Sheriff's Office, may enter into either an oral or written contract.

[ ] A contract is a legally binding oral or written agreement between two or more
parties.

Members shall not make independent determinations whether a particular agreement
regarding the purchase, trade, lease or use of goods or services is a contract.

Members shall also not make independent determinations whether the Sheriffs or
Executive’s signature is sufficient to enter into a contract.

] At a minimum, the Sheriff’s signature is necessary prior to entering into an ILA or
MOU.

PROCESS FOR CONTRACTS REVIEW

a.

The KCSO Contracts Unit is responsible for oversight of all department contracts relating
to traditional public safety activities. These include the provision of police services such
as reactive patrol, investigative services, communication and specialized services (e.g.,
marine patrol, school resource officers, court security officers, enhanced services or
overtime emphasis for other government agencies, etc.).

The Contracts Unit shall provide advice and consultation for members relating to
contracts for the provision of police services. It will also provide assistance in identifying
contract related requirements relating to grant opportunities for public safety activities.
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C. Members shall notify the KCSO Contracts Unit prior to negotiating any contract, MOU or
MOA, or ILA and before applying for any grant funding on behalf of the Sheriff's Office.

| An internal Contract/Grant Intake form must be completed and submitted for
review and approval to the Contracts Unit before proceeding with any
negotiation and/or grant application (the intake form will be posted on the KCSO
Contracts intranet site).

[ ] The form shall be completed and submitted to the Division
Commander via chain of command.

[ | The Division Commander shall forward the form to the Contracts Unit
with a recommendation to approve or deny.

| If approved, the Contracting Unit will assist in developing any contract
related agreements.

u For any grant related requests/agreements, the Contracts Unit will

forward the intake form to and/or collaborate with the Grants Coordinator
in the development of any related contracts.

] In the event of a failure to follow this procedure by a member(s), the member’s
Division Commander will be notified immediately after the Contracts Unit
becomes aware of the situation.

3. PURCHASING and LEASE AGREEMENTS

a. To purchase of equipment, products, or services, the requesting party shall submit a
detailed memorandum (e.g. specifications, requests for proposal, etc.) via the chain of
command to the Department’s Chief Financial Officer.

b. To trade or use equipment, products, services or facilities, the requesting party shall submit
a detailed memorandum (e.g. specifications, requests for proposal, etc.) via the chain of
command to the Contracting Unit for review and further processing.

C. To lease of equipment, products, or facilities, the requesting party shall submit a detailed
memorandum (e.g. specifications, requests for proposal, etc.) via the chain of command
to the Department’s Chief Financial Officer.

4, AGREEMENTS FOR PURCHASE, LEASE, TRADE OR USE OF TECHNOLOGY EQUIPMENT
AND/OR SOFTWARE
] The requesting party shall submit a detailed memorandum (e.g. specifications, requests

for proposal, etc.) via the chain of command to the Technology Manager.

5. INTERAGENCY OR INTRA-AGENCY AGREEMENTS

a. Contracts for sharing or trading law enforcement services in exchange for like services or
for monetary reimbursement.

[ | An Inter-local Agreement (ILA) is a contract between two public agencies (e.g.,
between the King County Sheriff's Office and another law enforcement agency.)
The County Executive’s signature, in addition to the Sheriff's signature is
necessary to execute and ILA.

[ | A Memorandum of Understanding (MOU) is a contract between King County
agencies. The Sheriff's signature may be sufficient to execute an MOU. The King
County Prosecutor’s Office will determine whether the Executive’s signature also
is needed.
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b. Members who want the Sheriff's Office to enter into an ILA or MOU shall submit a report
to the appropriate Division Commnader via the chain of command.

C. Upon approval by the Division Commander, the requesting party shall submit the
proposal or draft agreement to the Contracting Unit for review.

d. The requesting party shall draft a transmittal letter detailing the benefits of the proposed
agreement and submit it with the draft to the Contracting Unit.

e. Any member who encounters a document that purports to bind King County into a
contract should forward it directly to the Contracting Unit.

f. Members shall not operate under the terms of a contract until that contract has been

approved and signed in accordance with these procedures, except with the written
permission of the Division Commander.

1.00.015

CLAIMS AGAINST COUNTY: 06/92

1. Non-Department members seeking recovery for personal injury, property damage or property loss
that allegedly results from police action shall present a "Claim for Damages" to the King County
Council clerk.

2. This claim must be filed within one hundred twenty (120) days from the incident date.

3. The "Claim for Damages" form shall be available at all Precincts, the Communications Section,
Records Unit of the Technical Services Division, and the office of the Legal Advisor.

4. Department members shall not advise anything further except as stated above.

5. Department members, who are involved in a department action that allegedly results in injury to

other persons or property damage/loss other than vehicles, shall complete an incident report if it
can reasonably be expected that a claim for compensation will be filed.

] The above procedures shall not apply to vehicular damage resulting from a vehicular
collision. (Refer to G.0O. 9.02.020 if a vehicular collision is involved.)

1.00.020
CIVIL ACTIONS BROUGHT BY DEPARTMENT MEMBERS: 06/92

Department members shall not bring a civil action for damages sustained on duty without first reporting the
case in writing to the Sheriff via chain of command.

1.00.025
CIVIL ACTIONS INVOLVING DEPARTMENT MEMBERS: 06/92

Department members shall not involve themselves in any civil action arising from official conduct or
knowledge except by due process of law.

1. Department members served with a civil summons, subpoena, or complaint relating to official
conduct shall immediately complete a report detailing the date and time of service, place of
service, and the name of the person who was served.

] Immediately forward the report and the summons, subpoena, or complaint to the Legal
Advisor via the chain of command.

2. Department members shall immediately secure and maintain any information or evidence related to
the civil action.
3. Department members shall not discuss or release any information to anyone regarding the civil

action unless approved by the department's attorneys.
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1.00.030
SERVICE OF SUBPOENAS AT DEPARTMENT FACILITIES: 03/99

Occasionally private process servers will attempt to serve deputies at department facilities. Department
members should advise private process servers that:

1. They are not authorized to accept service for a deputy if personal service is required.

[ | A department member who is present at the work location should make themselves
available for service.

] Department members should not avoid service.

[ ] A deputy shall not be brought in from the field to accept service of a subpoena from a
private process server.

2. They should contact the Civil Process Unit if the deputy is not present.

1.00.035

EXTRAORDINARY WRITS: 06/92

1. When an extraordinary writ (habeas-corpus, mandamus, etc.) is served upon the Sheriff, it shall
immediately be forwarded to the Legal Advisor.

2. The Legal Advisor shall maintain a file of all writs served upon the Sheriff or upon department
members.

1.00.040

REQUESTS FOR MAINTENANCE AND REPAIRS: 06/92

Department members shall call the Budget and Accounting Section for any repairs and maintenance to
department operated buildings and equipment.

1.00.045

PUBLIC INQUIRIES, COMPLAINTS AND REQUESTS: 04/02

Department members, being consistent with the department's mission, vision, goals and core values, shall
respond to public inquiries, complaints and requests promptly and courteously.

1. When receiving public inquiries, complaints and requests, department members shall:
| Answer or address all inquiries, complaints and requests: or if unable to answer, refer to
citizen to the appropriate person or unit (i.e., Crime Prevention, 1lU, Media Relations
Officer, etc.).
2. When receiving informal citizen complaints or concerns via email, department members should

contact the citizen by telephone to answer the complaint or concern.

] A response may be made by email if the citizen requests an email response or the citizen
cannot be contacted by telephone.
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1.00.050

GRANTS, GRANT SUBMISSIONS: 07/09

1. Any department member pursuing grant funding must inform the Department's Grant Administrator.
[ ] The grant administrator position located in the Budget and Accounting Section and is the

department's authorized representative to submit grants to the appropriate funding source.
2. Prior to submission, all grants must have the sponsorship and approval of a division chief.
] Refer to section 1.00.010 “Agreements,” for additional information about the

contracts/grant review process, including requirement to complete an intake form prior to
submission of a grant application.

3. The department member pursuing the grant will be responsible for managing the grant.
a. Grant management includes record keeping and maintaining relevant information in an
organized manner.
b. Purchases of any equipment through a grant awarded to the department shall be
acquired through the department’s procurement process in the Budget and Accounting
Section.
C. Grant recipients shall not make purchases on their own, but instead, forward a request

for a purchase through the chain of command to the Budget and Accounting Section.

4. Every grant mandates financial reporting and the grant manager is responsible for assisting the
department's fiscal manger with financial reporting as appropriate.

[ ] Final reporting responsibility is vested with the Department's Financial Officer.

5. The department's intranet site (http:/sheriff.kingcounty.gov) will serve as an additional resource in
the grant process.

6. Grants obtained on behalf of contracting entities may obligate the department to the same rules and

regulations of the contracting entity. For this reason, the grant administrator shall be informed of
any grant applications submitted on behalf of contract entities. This includes, at a minimum,
providing a copy of the grant application to the Department’s Grant Administrator.

1.00.055
COLLECTIVE BARGAINING: 05/08

Although the King County Executive is responsible for negotiating labor contracts, the labor contracts
govern the working conditions of bargaining unit members while they are employed by the King County
Sheriff's Office. The Sheriff's Office is committed to participate in “good faith” when involved in the
bargaining process.

1. The Sheriff's Office recognizes the labor organizations recognized by King County as the legal
representatives of bargaining unit members under RCW 41.56.
2. The Sheriff is responsible for appointing members to the King County bargaining team to

participate in the collective bargaining process when King County is engaged in collective
bargaining with labor organizations that represent KCSO members.

3. The Sheriff's Office will abide by the negotiated labor agreement that has been signed by the
King County Council and ratified by the bargaining unit. The Sheriff will:

a. Obtain a copy of the negotiated labor agreement.

b. Ensure that all policies and procedures are reviewed and amended to coincide with the
terms of the labor agreement.

C. Disseminate information relative to the new labor agreement to the command staff and

supervisors of the bargaining unit members.
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1.00.060
SHERIFF’S OFFICE BUDGET: 01/11

The Sheriff has the ultimate authority to create, administer and control the Sheriff's Office budget. It is the
policy of the Sheriff's Office to conform to the budgetary controls as established by the County Executive
and the County Council.

1. Budget Preparation.

a. The County Office of Management and Budget develops a budget calendar, which
outlines scheduled activities, types and use of forms, and instructions for preparing new
budgets.

b. The Sheriff's Office Chief Financial Officer (CFO) shall publish and disseminate a Budget

Preparation Schedule in order to meet the County Office of Management and Budget
published schedule.
c. Each Division Commander is responsible for the preparation of their respective division

budgets and in collaboration with other Division Commanders, the Chief Deputy and the
Sheriff, will develop the Sheriff's Office budget.

d. The CFO shall prepare spreadsheets and comparative analysis tools to assist in the
budget process.
e. The CFO, with the Sheriff's approval, submits the Sheriff's Office Budget to the County
Finance Department as required.
2. Budget Administration
a. Administration of the budget is the responsibility of the Sheriff and Chief Deputy.
b. The CFO shall perform the administration of the budget on a daily basis.

C. Each Division Commander is responsible for the proper administration, control, and
expenditures of his/her respective division budgets.

1.00.065
SERVICE DELIVERY REPORT: 09/10

The Service Delivery Report (SDR) is used for reporting specialty services provided to cities or agencies
who are not contracted for that service. It is not necessary to complete this form if a city is contracting with
the Sheriff’s Office to provide the service. Whenever in doubt, complete the Service Delivery Report.

1. SERVICE DELIVERY REPORT FORM INSTRUCTIONS.
a. The SDR shall be completed by the on scene supervisor.
b. All fields are self explanatory and shall be completed as appropriate.
2. JUSTIFICATION FOR SERVICES PROVIDED.
a. Provide enough information in the narrative to explain the use of resources.
] It may be necessary to refer to the report to explain why certain resources were
used.
b. Ongoing investigations such as MARR, DEU or homicides may be billed when work is
completed.
[ ] If a case will overlap into the following year, an SDR shall be completed for all

work completed in the prior calendar year.

C. Indicate if the city preauthorized the use of services.
d. Attach a printout of the CAD entry to the form.
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3. PERSONNEL UTILIZED.

a. List the names, unit assignments, indicate hours expended, and total hours of the
personnel utilized during the incident.

| “On Duty Hours” will reflect the number of hours expended if already on duty.
[ ] Hours will reflect from time dispatched to time cleared.
[ ] “Off Duty Hours” will reflect time of a shift extension or if called out from home

(portal-to-portal, etc.).
4, OTHER EQUIPMENT USED.

a. List supplies and equipment used for the call out that are significant and not normally
associated with the service.

5. REVIEW & SIGNATURES.
a. Report Prepared By: Signed by the supervisor completing the report.
b. Unit Commander/Designee: Signed by the captain reviewing the report.
C. Contract City Chief: As required.
6. DISTRIBUTION OF THE SERVICE DELIVERY REPORT.
a. The original SDR shall be signed by all required parties and forwarded to the Contracts
Unit within seven (7) business days of the event.
b. If the service requires follow-up investigation, the report shall be forwarded within seven
(7) business days of the completed investigation.
C. If the service was provided to a contract city paying for the service on a call out basis a

copy of the SDR shall be forwarded to the contract city chief or liaison within one (1)
business day or as soon as possible

] The Contracts Unit can assist in determining whether or not an SDR is billable.
7. EXAMPLES.
EXAMPLE 1
In most cases, a patrol response will only be mutual aid. An exception would be an event
such as a parade. In this case a contract city, as well as a non-contract city, would pay
for the overtime incurred by officers working the event.

EXAMPLE 2

Another agency calls for canine. The unit arrives and deploys the dog. A service delivery
report would be completed reflecting the time the dog was deployed.

EXAMPLE 3

The Marine Unit responds to a call to remove a hazardous log causing damage to a private dock.
The event is within the city limits of a non-contract city.
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EXAMPLE 4

The Marine Unit conducts a search and rescue mission for a missing swimmer. When the
Sheriff's Office command staff determines that reasonable search and rescue services have been
rendered and plans to cease search activities, but the city is requesting to continue the search,
the Sheriff's Office will charge for the additional services rendered, but not for the initial search
and rescue.
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1.01.000 WRITTEN DIRECTIVES SYSTEM

1.01.005
POLICY STATEMENT: 05/09

It is the policy of the Sheriff's Office to have a formal written directives system using a standardized
format. Department manuals will be written in an outline format using arial text. This system provides
department members with expectations and constraints relating to policy, job performance or conduct.
Department members shall read and be held accountable for orders or information published in the
written directives system.

1.01.010
WRITTEN DIRECTIVES, ACCESS TO: 07/08

Department members shall have twenty four (24) hour access to current written directives that affect them.

1.01.015
DEPARTMENT MANUALS: 07/08

There are three (3) types of department manuals:

1. General Orders Manual.
a. The General Orders Manual shall be published and maintained by the Inspectional
Services Unit and shall be issued in electronic form to all department members.
b. Acknowledgement, indicating receipt and review of the General Orders Manual and
updates to new policies, will be done electronically by department members.
C. A printed version of the General Orders Manual will be maintained at all major work sites

of the Sheriff’s Office.
2. Standard Operating Procedures (SOP) Manuals.

Standard Operating Procedures Manuals shall be published by a Division, Section or Unit and
available to all members within the affected Division, Section or Unit.

3. Field Training Manual.
The Field Training Manual shall be published by the Field Training Unit and available to Police

Training Officers and Student-Deputies.

1.01.020
PRIMARY WRITTEN DIRECTIVES: 03/13

1. General Order:

a. A permanent written directive that is a general statement of either department policy or
procedure.

b. Issued with the approval of the Sheriff.

C. Distributed by the Inspectional Services Unit.
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2. Standard Operating Procedure (SOP):

a.

A permanent written directive that outlines Division, Section, or Unit procedures for specific
tasks.

b. Issued with the approval of the Division Commander.
C. Distributed by the affected Division.
3. Special Order:
a. A temporary written directive that affects either department policy or procedure regarding a
specific circumstance.
[ ] Special Orders are valid for ninety (90) days and must be converted to a permanent
written directive to maintain validity.
b. Issued with approval of the Chief Deputy.
C. Distributed by the Inspectional Services Unit.
1.01.025

SECONDARY WRITTEN DIRECTIVES: 05/03

1. Memorandum:

b.
c.

b.

a.

A written directive containing departmental information not requiring a formal order.
[ ] Primary written directives shall not be incorporated into a memorandum.

The Memorandum (KCSO Form #A-118) shall be used.
Issued at any level of command.

Personnel Order:

A written directive stating either the assignment or status of department members.

[ ] All Personnel Orders shall be identified chronologically by year and Personnel Order
number (i.e., Personnel Order #90-500).

Issued by the Chief Deputy via the Personnel Section.

] Intra-Divisional transfers may be requested by a Division Commander.

General Information Bulletin (GIB):

The General Information Bulletin (GIB) is a periodic bulletin that allows the KCSO to share
department-related information with members in a timely manner.

] Primary written directives shall not be incorporated into a GIB.

Publication and distribution shall be arranged by the Technical Services Division at the
direction of the Division Commander.

[ ] All GIB publications shall be identified by year and bulletin number in chronological
Order (i.e., GIB #02-001).

[ ] All GIB notices shall be identified by year and notice number in chronological order
(i.e., Notice #02-046).

[ ] Distributed copies shall be retained on a bulletin board at each work site for six (6)

months.
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c. Guidelines for GIB announcements:

| Submissions shall be in complete sentences and use proper grammar.

] Submissions shall be approved by a Precinct/Section Commander.

] Approved announcements should be sent via email to the GIB, KCDPS mailbox
and should be delivered to the mailbox a minimum of two days prior to the
desired publication date.

[ ] Announcements should include the title and name of current employees.

[ ] All submissions shall adhere to the King County email and ethics rules, including
but not limited to:

[ ] The GIB shall not be used to advertise for commercial profit or personal
profit or convenience.
] The GIB shall not be used to actively solicit for charitable donations.
] The GIB shall not be used to facilitate any secondary private
employment.
] Training opportunities must be approved by King County, the KCSO, or another

law enforcement agency including the WSCJTC, to be posted in the GIB.

[ ] Private training opportunities, including those hosted by other agencies,
will not be posted unless approved by a Division Commander.

[ ] Requests for sick leave or vacation donations shall not divulge private medical
information.

[ | Announcements regarding transfer opportunities shall include a minimum of two
weeks for employees to submit transfer requests.

[ | Announcements regarding King County Sheriff Office employment opportunities
may be published.

] Announcements detailing ceremonial parties for current members may be
published.

[ ] Announcements regarding the deaths of former members may be published.
[ ] Information regarding the death of current members shall be sent by the

Office of the Sheriff.

d. The following are not appropriate for the GIB, and will not be published:
] Personal notices, including but not limited to, births, weddings, birthdays,
anniversaries, graduations, yard sales, surgeries or other health issues, etc.
| Notices announcing an employee’s participation in an event that is intended to
secure donations.
[ ] Opportunities for social gatherings, athletic events, etc. will not be published.
[ ] Law enforcement gatherings such as the Police Memorial Ball and WSCJTC

functions may be published with the approval of a Division Commander.

1.01.030
PRIMARY WRITTEN DIRECTIVE PREPARATION AND CONCURRENCE: 03/13

1.

2.

Department members are encouraged to submit suggested changes, additions or deletions to the
department manuals.

Suggested changes and supporting documentation should be made on a Memorandum (KCSO
Form #A-118) or via email to the Inspectional Services Unit and cc’ing their chain of command.
The suggester's chain of command may review the proposal and incorporate appropriate
suggestions.
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4, The Inspectional Services Unit (ISU) shall:
a. Review all proposals and other information relating to the General Orders Manual.
b. Ensure proposals do not conflict with existing policy or procedures.
] Proposals containing apparent conflict(s) shall be returned to the Division
Commander for additional information.
C. Ensure proposals conform to written directive formats.
d. Circulate draft proposals via email to those on the concurrence list.
[ ] The concurrence process will include captains/managers and above.

e. Make the necessary suggested changes from the concurrence process, if any, to the
written directive and deliver the policy to the affected Division Commander(s) for
approval/disapproval of the suggested changes.

f. Receive the policy back from the affected Division Commander(s) note all suggested
changes.

g. Obtain approval of the policy by the Sheriff.

5. Department members receiving Administrative Concurrence emails shall review the draft
proposal and make any suggestions by the date indicated.

6. The Sheriff shall have the final decision on written directive proposals.

7. If the draft proposal is approved ISU shall:

a. Ensure the new written directive is placed into all versions of the General Orders Manual.

b. Notify the proposer of the policy and inform them of the approval and any changes were
made.

8. If the draft proposal is disapproved ISU shall prepare and distribute a disapproval notification to
those who participated in the draft proposal, briefly describing the reason for disapproval.
1.01.035

WRITTEN DIRECTIVE REVIEW: 07/08

1.

Primary written directives shall be reviewed once a year.
The ISU shall coordinate this review to determine if the written directive(s) should be:

Canceled.

Revised or updated.

Incorporated with another written directive.
Continued.

coop
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1.02.000 DEPARTMENT CORRESPONDENCE AND PUBLICATIONS

1.02.005
DEPARTMENT CORRESPONDENCE, GENERAL RULES: 01/11

1.

Only the Sheriff, Chief Deputy or Division Commanders may initiate or authorize subordinate
supervisors to issue correspondence in matters under their respective command.

[ ] At their discretion, these individuals may authorize precinct commanders to authorize
correspondence.
2. The Sheriff, Chief Deputy, Division Commanders, and authorized supervisors shall sign their own
names and titles.
3. Department correspondence shall be limited to official department business.
1.02.010

DEPARTMENT CORRESPONDENCE, FORMAT: 04/02

1.

Department correspondence shall be printed on official letterhead, and the addressee shall receive
the original.

2. Correspondence shall be typed single-spaced, left block format, in either Times New Roman (11
point) or Arial (10 or 11 point) typeface.
a. Font size shall be consistent through the letter.
b. The writer may use bold or italic type to indicate emphasis.

3. Typists shall leave one line between paragraphs.

4. If headers are used in the body of the correspondence, they shall be in Title Case (upper/lower) and
bold face, in the same type size and font as the other text.

5. Use the letter format for letters to individuals/groups outside of King County government (See
sample).

6. Use the memorandum format for memoranda to individuals/groups within King County government,
but outside of the KCSO (See samples).

1.02.015

INTERNAL PRINTED COMMUNICATIONS, FLOW OF: 04/02

1.

Printed communications include memoranda and officer’s reports.

All memoranda or officer's reports from any person shall be addressed to the appropriate person
with whom the writer wishes to communicate and forwarded via the chain of command. Authors
should use the internal memorandum format shown below (See sample).

Original memoranda shall be printed on green paper, and copies shall be printed on white paper.
Memoranda should be typed in left block form, using 10 or 11 point Arial type (See sample).

Each supervisor in the chain of command may make appropriate comments regarding the
substance of the communication. Each supervisor will sign or initial the memo before forwarding it.
The writer may send a copy of the communication directly to the ultimate addressee, but remains
responsible for sending the original document via the proper chain of command.

The ultimate addressee of any official communication shall respond in writing to the person who
initiated the communication, if appropriate.

The ultimate addressee of any official communication is responsible for ensuring that the original
document, including reviewers’ comments, is properly filed.
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Department Correspondence: Letter Format:

King County
Sheriff's Office

John Urquhart, Sheriff
King County Courthouse

516 Third Avenue, w-116
Seattle, Washington 98104-2312

Date

Name

Address

City, State, Zip Code (Abbreviate the state (such as WA for Washington), but nothing else.)
RE: Subject Line (upper/lower case, and underlined)

Greeting:

Spacing between the date, address, subject line, and greeting may be adjusted, but should be no less than
one blank line. The same “rule of thumb” applies to the enclosure and cc lines.

Use block form, and adjust the margins so that the left side of the copy aligns with the preprinted return
address block. When a letter involves two or more pages, always type the name of the addressee, the date,
and the page number at the top of the page, to the left; triple space and continue with the letter. You may
put that information in a header, if using Microsoft Word. Subsequent pages shall be typed on plain white
bond paper.

After the narrative of the letter, drop two spaces and type the closing. Drop three spaces, type the sender’s
name, drop one (1) line and type his/her title in upper/lower case.

Reference Initials
Drop two (2) spaces for the reference initials. Always type the initials of the author (if other than the person
signing, type the signer's initials first) and the initials of the typist: JU:jem; JU:JJN:jcm.

Drop two (2) spaces to indicate enclosures, if appropriate. When copies are to be sent to other persons,
their names should be listed two (2) spaces below the initials (or enclosure notation, if any).

Sincerely,
Patty Shelledy
Legal Advisor
PS:sec
Enclosure

CC:




King County Sheriff General Orders Manual __Chapter 1

Department Correspondence: Memo Format:

King County
Sheriff's Office

John Urquhart, Sheriff
King County Courthouse

516 Third Avenue W-116
Seattle, Washington 98104-2312

Date

TO: Name, Title

FROM: Name, Title

RE: SUBJECT LINE (underlined and capitalized)

Use block form. When a letter involves two or more pages, always type the name of the addressee, the
date, and the page number at the top of the page, to the left; triple space and continue with the letter. You
may put that information in a header, if using Microsoft Word. Subsequent pages shall be typed on plain
white bond paper.

Reference Initials

Drop two (2) spaces for the reference initials. Always type the initials of the author (if other than the person
signing, type the signer's initials first) and the initials of the typist: JU:jcm; JU:JJN:jcm.

Drop two (2) spaces to indicate attachments, if appropriate. When copies are to be sent to other persons,
their names should be listed two (2) spaces below the initials (or attachment notation, if any).

JU:jcm

Attachments

CC:
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Internal Printed Communications: Memo Format:

Memorandum (Arial Black, 18 pt.)

Date
TO: Name, Title VIA: Chain/Direct/or Name, Title
FROM: Name, Title

RE: SUBJECT LINE (underlined and capitalized)

Spacing between the date, address, and subject line may be adjusted, but should be no less than
one blank line. The same “rule of thumb” applies to the attachment and cc lines.

Use block form, and adjust the margins so that the left side of the copy aligns with the preprinted return
address block. When a memo involves two or more pages, always type the name of the addressee,
the date, and the page number at the top of the page, to the left; triple space and continue with the
letter. You may put that information in a header, if using Microsoft Word. Subsequent pages shall be
typed on green paper.

Reference Initials

Drop two (2) spaces for the reference initials. Always type the initials of the author (if other than the
person signing, type the signer's initials first) and the initials of the typist: JU:jcm; JU:JJN:jcm.

Drop two (2) spaces to indicate attachments, if appropriate. When copies are to be sent to other
persons, their names should be listed two (2) spaces below the initials (or attachment notation, if any).
JU:jcm

Attachments

CC:




King County Sheriff General Orders Manual _ Chapter 1

1.02.020
FAX COMMUNICATIONS: 04/02

1.

All fax communications issued from the department shall include a cover sheet with the following
elements:

a. King County Sheriff's Office Logo at the top of the page.

b. The name of the unit or section sending the fax (address and phone number are optional).

C. The name, position, phone number, and fax number of the person sending the fax.

d. The name, phone number, and fax number of the person receiving the fax.

e. Subject line.

f. Number of pages in the fax communication.

g. Space for a message from the sender to the receiver.

h. Other elements may be included, provided that the cover sheet retains a clean and
professional appearance.

i. Patches and other graphic-intense images should not be used on fax communications.
[ ] They do not transmit or print well, and use a considerable amount of ink from the

receiver’s fax machine.
1.02.025

PUBLICATIONS AND NOTICES: 04/02

1.

Members wishing to produce a publication or notice with the Sheriff's name or insignia on it shall
follow the following procedure.

] Official publications also include those that are purchased from vendors or other
agencies and customized with the KCSO logo.

Members wishing to produce a publication or notice for a contract city, using city funds, should
contact the Contracting Unit for information about the parts of the process that are applicable.

All department publications and notices shall adhere to the King County guidelines regarding
accessibility of print materials.

Process:

a. Receive permission from the unit or section head to produce the document.

b. Draft document and do initial design.

C. Obtain a tracking form from PMU. Complete the form and send it with your draft to the
Legal Unit for liability review.

d. Once approved, the Legal Unit shall send the draft to the Contracting Unit for
communication review. The review shall include copyright, grammar, design, and
accessibility.

e. Once approved, the Contracting Unit shall send the draft to the Manual Revision Unit. If
the concurrence process is needed, the Manual Revision Unit shall perform the process.

f. Once approved, the Manual Revision Unit shall return the document to the original
author/sponsor.

g. The sponsor should contact PMU for a King County Graphics request form.

[ ] The sponsor must get a printing estimate from King County Graphics.

[ ] If the amount is over two thousand five hundred (2,500) dollars, the sponsor must
also get estimates from three other vendors.

] The sponsor has the option of obtaining those estimates for any print job,

regardless of cost.
| The sponsor may initiate this process after the communication review if desired.
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h. The sponsor should send a request memo, copy of the publication, the approved tracking
form, and copies of all estimates to Budget & Accounting via the chain of command.
i. The Budget and Accounting Section will approve or deny the print request.

1.02.030
USE OF DEPARTMENT NAME, LOGO, AND OTHER INSIGNIA: 04/02

1.

The official and correct name of the department is the King County Sheriff's Office.

All official department publications, including letters, fax cover sheets, and memos, shall include
the King County Sheriff's Office name and logo.

The logo shall be placed on the first page of all publications, in a size proportionate to the paper
size, text, and other graphic elements.

On notices and bulletins, authors/designers should strive to place the logo at the top and center
of the page.

The logo shall not be altered in any way, except proportional scaling, without the documented
approval of the Sheriff.

Images of the King County Sheriff's Office badge, patch, or other insignia shall not replace the
logo in any publication, without documented prior approval of the Sheriff.

The King County Sheriff's Office logo may appear only in the color schemes represented in
Figure A.

Green should be a dark green, and printers should use Pantone color 348 or 356. Black should
be Pantone process black. Gold should be Pantone 872.

FIGURE A
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1.02.035
USE OF LOGO BY OTHER AGENCIES: 04/02

There may be circumstances in which an outside agency or other King County Department wishes to use
the logo or other insignia of the King County Sheriff's Office.

1. A captain must approve such circumstances, unless the agency is a contract city.
] For contract cities, the city police chief will approve logo use.

2. In such circumstances, every effort should be made to adhere to the policies set forth in this
manual.

1.02.040

BUSINESS CARD ORDERING PROCEDURES: 12/14

The department furnishes business cards to its members to ensure uniformity, a professional image and
cost effectiveness. Department members are encouraged to use the business card as a means of
communicating important information to our business partners and customers. This tool opens the lines of
communication and lets the person receiving the card know you wish to provide him or her with information
and service in support of our community policing focus.

1. Department members who are in need of business cards shall:
a. Obtain a copy of form #BC-I from their work site's Administrative Office Technician.
b. Complete the form, noting that some areas of information are optional.
] County owned work phones must be listed.
C. Submit the form to their supervisor for approval.
d. The supervisor will proofread the information and forward it to the PMU supervisor to add to
the order.
2. Property Management will place an order when ten (10) requests have been received.
a. The orders may be limited to quarterly or semi-annually, as needed.
b. Quantities will be ordered in 250 cards per box based on the requester’s assignment.
3. Business cards for all contract cities are generated by the individual cities and not subject to this

process.
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1.03.000 CHAIN OF COMMAND

1.03.005
CHAIN OF COMMAND: 01/09

The Department's Organizational Chart and rank structure shows the span of control and delineates the
chain of command within the department. All orders, instructions, reports, and communications shall follow
the channels indicated in the organizational chart and structure, except in emergencies or when otherwise
authorized by written directive.

1.03.010
SUBDIVISIONS: 01/09

The terminology designating the various subdivisions of the department is as follows:

1. Department: King County Sheriff's Office.

2. Division: The primary subordinate organizational segment of the department.

3. Section: The primary subdivision of a Division.

4. Unit: The secondary subdivision of a Division and the primary subdivision of a Section.
5. Precinct: A primary geographical designator.

6. District: A secondary geographical designator.

1.03.015

ORGANIZATION CHART: 01/11

http://sheriff/Personnel/Reports/2013 OrgChart Staffing.pdf

1.03.020
RANKS: 01/11

Ranks of authority establishing the chain of command within the King County Sheriff's Office shall be
followed. The department's command staff and supervisors are accountable for members under their
immediate control.

1. SHERIFF

The Sheriff is the Department’s Chief Executive, and is elected by the citizens of King County. Upon
him/her rests the final responsibility for determining department policy. The Sheriff maintains control
and governs the activity through major executives who also act in an advisory capacity in matters of
general policy and procedure.

2. CHIEF DEPUTY

Appointed by the Sheriff with the consent of the County Council. He/she commands the activities of
the Sheriff's Office according to policies prescribed by the Sheriff. It is his/her duty to oversee the
internal operations of the department. He/she may prescribe rules of conduct for Sheriff's Office
members under his/her command that do not conflict with other Sheriff's Office policy. The Chief
Deputy is subordinate to the Sheriff.


http://sheriff/Personnel/Reports/2013_OrgChart_Staffing.pdf
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3. CHIEF
Appointed by the Sheriff with the consent of the County Council. He/she commands the activities of
a Division according to policies prescribed by the Sheriff. It is his/her duty to aid, advise and
cooperate with the Sheriff in administrative matters and determination of policy. He/she may
prescribe rules of conduct for Sheriff's Office members under his/her command that do not conflict
with other Sheriff's Office policy. Chiefs are subordinate to the Chief Deputy.

4, MAJOR
Appointed by the Sheriff with the consent of the County Council and are subordinate to the rank of
Chief.

5. CAPTAIN
Appointed by the Sheriff permanently from a certified eligible list provided by the King County Civil
Service Commission and are subordinate to the rank of Major.

6. SERGEANT
Appointed by the Sheriff permanently from a certified list provided by the King County Civil Service
Commission and are subordinate to the rank of Captain.

7. MASTER POLICE OFFICER
A non-civil service position appointed by a Master Police Officer Selection Committee bi-annually
from an eligibility list meeting the criteria in G.O. 2.11.000 and are subordinate to the rank of
Sergeant.
[ ] Master Police Officer position is not a rank.

8. DEPUTY
Deputies are appointed by the Sheriff permanently from a certified list provided by the King County
Civil Service Commission and are subordinate to the rank of Sergeant.

9. ACTING COMMANDERS
An officer/deputy temporarily acting in the capacity of a superior shall be vested with all the authority
and responsibility of the superior.

1.03.025

AUTHORITY/ACCOUNTABILITY: 04/09

Authority to execute the required activities of the Sheriff's Office is delegated by the Sheriff through the
command structure to individual members. At every level of the organization, members are given the
authority to make decisions necessary for the effective execution of their responsibilities.

1.

2.

Each member will be held accountable for their overall performance and the use of this delegated
authority in accomplishing the responsibilities of their position.

Supervisors will be held accountable for the performance of the members under their immediate
supervision. Although supervisors may delegate the actual performance of a given task,
supervisors cannot rid themselves of the responsibility or accountability for the accomplishment of
the task.

While being held accountable, members and supervisors will also be recognized for their success
in accomplishing the responsibilities of their position.
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1.04.000 FUNCTIONAL STRUCTURE

1.04.005
FUNCTIONAL AND/OR STAFF SUPERVISION AND AUTHORITY: 06/92

The particular authority delegated or granted to ranking officers is not confined to their respective Divisions,
but shall include supervision over all department members as may be necessary for efficient administration.
Ranking officers should avoid giving direct commands to personnel not assigned to their command unless it
is necessary.

1.04.010
SHERIFF’S OFFICE: 06/13

The Sheriff is the Department’s Chief Executive.

1. Chief of Staff: Answers directly to the Sheriff.

2. Legal Advisor: Provides legal advice to the Sheriff’s Office.

3 Media Relations: Provides information to the press and promotes effective relations between the
press, community and the Sheriff’'s Office.

4, Internal Investigations Unit Commander: Answers directly to the Sheriff and is responsible for:
a. Investigating department members accused of misconduct.
b. Administrative reviews of department vehicles involved in collisions and pursuits.

C. The Background Unit which conducts comprehensive background investigations on all
candidates for employment with the Sheriff’'s Office.

1.04.015

CHIEF DEPUTY’S OFFICE: 01/11

The Chief Deputy is the Department’s Chief Operations Executive and answers directly to the Sheriff.
] Division Commanders answers directly to the Chief Deputy.

1.04.020

PATROL OPERATIONS DIVISION: 03/11

The Patrol Operations Division is commanded by a Chief and is responsible for three (3) Precincts that:

1. Provide uniform patrol to unincorporated King County and Contract Cities.

2. Investigates crimes against property cases and auto thefts within the boundaries of each
Precinct.

3. Establishes Special Emphasis Teams to investigate and/or provide services to special
investigations within the boundaries of each Precinct.

4, Provides School Resource Officers to various schools within the boundaries of each Precinct.

5. Provide deputies to operate Store Front offices within the boundaries of each Precinct.

6. K-9 Unit: Provides dogs for tracking and detection support to patrol and investigative units.
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1.04.025
CRIMINAL INVESTIGATIONS DIVISION: 12/14

The Criminal Investigations Division is commanded by a Major and is responsible for investigations of
major crimes within King County and Contract Cities, the Special Operations Section and the Advanced
Training Unit.

1. The Major Investigations Section is responsible for the following units.
a. Major Crimes Unit: Investigates homicides, robberies, kidnappings and missing persons.
b. Fire Investigations Unit: Investigates fires in unincorporated King County and Contract
Cities.
C. Major Accident Response and Reconstruction Unit: Is responsible for investigating

serious vehicle collisions resulting in death, the likelihood of death of substantial bodily
harm and felony attempts to elude.

d. Special Assault Unit: Investigates all sex crimes.

e. Registered Sexual Offender Unit: Investigates all sexual offender violations.

f. Regional Criminal Intelligence Group: Works with other area agencies to provide
information on gangs and other criminal groups.

g. Criminal Warrants Unit: Investigates all felony warrants, is responsible for all extraditions
and investigates persons who neglect to pay child support.

h. Research/Planning/Information Services: Researches and provides various types of

information to department units such as major crimes, contracting, etc.

2. The Advanced Training Section is responsible for the following units.
a. The Advanced Training Unit provides advanced training to department members
including EVOC and PIT training.
b. Range Unit: Responsible for the operations of the department’s firearms range.
1.04.030

SPECIAL OPERATIONS SECTION: 10/12

The Special Operations Section is commanded by a Captain and is responsible for support of Patrol
Operations Division, Contract Cities and providing specialized needs to unincorporated King County. The
Special Operations Section is responsible for the following units and teams.

1. Demonstration Management Teams: Are manned by deputies throughout the department and are
mobilized during mass demonstrations, civil unrest, etc.

2. Hostage Negotiations Team: Provides deputies who are trained to deal with barricaded persons
and hostage situations.

3. Bomb Disposal and HazMat Team: Investigates bomb threats, suspicious package/circumstances

involving hazardous material, incidents involving explosives and all chemical, biological and
radiological agents.

4, TAC-30 Unit: Provides teams for all incidents involving the need for special weapons and tactics.

5. Air Support: Provides helicopter support for incidents such as search and rescue, pursuits, etc.

6. Marine Unit: Provides police operations, recovery of victims of water mishaps, and dive
operations on King County waters.

7. Search and Rescue: Provides support and expertise to searches of missing persons, lost and/or
injured hikers.

8. Tow Coordinator: Ensures tow companies are in compliance with state law and local ordinances.

Conducts tow hearings for the department.
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1.04.035
TECHNICAL SERVICES DIVISION: 07/13

The Technical Services Division is commanded by a Chief and is responsible for supporting the Sheriff’s
Office and provides specialized needs to the department.

1.

The Communication Section provides telecommunication between the public and the Sheriff's
Office, operates a computer assisted dispatch system and provides data to the department.

a. The dispatch center answers 911 calls for service and directs department resources as
needed.
b. The center provides ongoing training assigned to the communications section.

The Administrative Services Section is responsible for the following units.

a. Civil Process Unit: Responsible for the civil process in King County including service of
civil orders and evictions.

b. Property Management Unit: Responsible for the management of evidence, the
department’s quartermaster system and controls the department’s vehicle fleet.

C. Records and Information Systems include:
] The Records Unit: Handles the filing of incident reports, criminal history reports

and public disclosure requests.

] The Data Unit: Manages teletypes, WACIC/NCIC entries and maintains all King

County criminal warrants.

The Automated Fingerprint Identification Section is responsible for the following units.

a. The Jail ID Unit which fingerprints, takes mug shots and collects saliva samples from in
and out of custody offenders.

b. The Tenprint Unit verifies fingerprints of suspects, victims and unidentified deceased
persons.

C. The Latent Print Unit processes crime scenes and compares crime scene fingerprints to
known fingerprints.

d. The Customer Support and Training Unit coordinates and provides support training and
support for all AFIS/Livescan customers.

e. The photography Lab processes photographic images for development, processing,

printing and archiving of standard film and digital images for investigative and
departmental needs.

Contract Services: Responsible for researching, writing and maintaining contracts with the cities
that are contracted for police services.

Court Protection Section: Provides protection to all court buildings within King County.

The Budget and Accounting Section prepares the annual budget for submission. The section
develops and monitors spending control plans for the Sheriff's Office and its multiple lines of
business. The section is responsible for payroll for the department, the research, application and
management of grants and coordinates the utilization of cell phones.

The Information Services Section is responsible for the following units.

a. Computer Resource Unit: Is responsible for the Sheriff's Office computer servers and the
issuance and maintenance of computers and software programs.
b. Application and Project Management Support Unit: Provides the application and project

management of the Sheriff's Office computer systems.



King County Sheriff General Orders Manual __Chapter 1

1.04.040
PROFESSIONAL STANDARDS DIVISION: 06/13

The Professional Standards Division is commanded by a Manager and is responsible for supporting the
Sheriff’'s Office and provides specialized needs to the department.

1. The Human Resource Section is responsible for the Internal Personnel Unit, monitors the hiring
process for the Sheriffs Office and monitors members who are on various leaves such as
medical, military, etc.

2. The Inspectional Services Unit is responsible for:
a. The Manual Revision Unit which is responsible for policies and procedures and their
publication.
b. Internal audits and inspections.
C. The Accreditation process.
1.04.045

METRO TRANSIT DIVISION: 01/11

The Metro Transit Division is commanded by a Major and provides police security to Metro Transit buses
and facilities throughout King County.

1.04.050
SOUND TRANSIT DIVISION: 01/11

The Sound Transit Division is commanded by a Major and provides police security to Sound Transit
heavy and light rail transportation.

1.04.055
AIRCRAFT RESCUE FIRE FIGHTER/POLICE DIVISION: 06/11

The Aircraft Rescue Fire Fighter/Police Division is commanded by a Captain and provides police support,
aircraft fire fighting and aircraft rescues at the King County International Airport. ARFF is responsible for:

Uniformed law enforcement patrol.
Aircraft rescue firefighting.
Hazmat responses.

EMS responses.

FAA airport operations support.

abhwh=
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1.04.060
SPECIALIZED ASSIGNMENTS: 10/12
1. The following is a list of the Specialized Assignments in the Sheriff’s Office.
a. Patrol Operations Division.
[ ] Special Emphasis Teams.
[ ] Demonstration Management Teams.
| School Resource Officers.
| Storefront Officers.
| K-9 Deputies.
b. Criminal Investigations Division.
[ ] Major Accident and Reconstruction Unit.
[ ] Intelligence Unit.
[ ] Advanced Training Unit.
[ ] Range Unit.
C. Special Operations Section.
| Hostage Negotiations Team.
| Bomb Disposal and HazMat Team.
u Tac-30 Unit.
[ ] Air Support Unit.
[ | Marine/Dive Unit.
[ | Search and Rescue.
[ | Tow Coordinator.
[ ] Bomb Dog Handler.
[ | Honor Guard and Ceremonial.
d. Metro Transit Police Division
[ ] Bicycle Team.
| Joint Transit Anti-terrorism Team.
e. Aircraft and Rescue Fire Fighter/Police Division
2. An annual documented review shall be completed on specialized assignments to include a

statement of purpose and the evaluation of the initial need and further need for the specialized
assignment.
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1.05.000  COMMAND POLICY

1.05.005
ADMINISTRATIVE COMMAND: 01/11

1. In the Sheriff's absence, the administrative command in the King County Sheriff's Office shall be
assumed by the Chief Deputy and Division Commanders. The command shall be assumed by the
following rotation:

Chief Deputy.

Commander of the Patrol Operations Division.
Commander of the Technical Services Division.
Commander of the Criminal Investigations Division.
Commander of the Metro Transit Division.
Commander of the Sound Transit Division.

~Poo0TD

1.05.010
TRAINING COMMAND: 04/14

Department members assigned to training classes shall be responsible to the Training Unit's chain of
command.

1.05.015
CEREMONIAL COORDINATION: 01/11

The Commander of the Special Operations Section shall plan and coordinate department participation in
funerals, memorial services, commemorative services, and other formal functions as may be prescribed or
approved by the Sheriff or his/her designated representative.

] The Commander of the Special Operations Section may use the resources of other units within the
department to accomplish these duties.

1.05.020

COLOR GUARD AND HONOR GUARD: 01/11

1. Either the Color Guard or Honor Guard shall participate in functions as prescribed by the Sheriff or
his designated representative.

2. The Color Guard shall present the appropriate flags for the function.

3. Assignment to the Honor Guard may be made from any Section or Unit within the department and
the Commander of the Special Operations Section is in charge.

4. Color Guard and Honor Guard equipment shall be stored and maintained by the Special Operations
Section.

1.05.025

COMMAND DUTY OFFICER (CDO): 06/92

The Command Duty Officer (CDO) shall serve to ensure availability and representation of the command and
administrative staff on a twenty four (24) hour basis.
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1.05.030
CDO SCHEDULING: 01/11

A schedule shall be maintained of every senior commanding officer from Captain and above, to fill this
position on a weekly rotation.

1. The CDO shall remain near King County and be available for contact by phone, pager, or radio
twenty-four (24) hours each day during their CDO duty rotation.

2. The duty shall begin at 1600 hours each Monday and run until 1600 hours the following Monday.

3 Compensation for performing CDO duties shall be as defined by the current collective bargaining

agreement(s) or the Senior Management compensation current practice(s).

4. The Patrol Operations Commander shall ensure that a Personnel Order designating a duty roster
shall be published in the GIB as needed.

5. The CDO duty roster shall be maintained by each commander and the Communications Center.
a. Changes and substitutions are allowed by mutual consent.
b. Written notification must be made to the Chief Deputy, Division Commander, and

Communications Center at least two (2) days before any change.

1.05.035
CDO NOTIFICATIONS: 01/11

1. The patrol supervisor shall notify the CDO when any of the following occur:
a. Death or serious injury by any means to any deputy.
u A serious injury is any injury requiring major medical treatment or admittance to a
hospital.
b. Serious injury or death of a citizen by police action.
C. Serious or newsworthy crime or unusual event including specialty unit call-outs.
2. The Communications Center supervisor, if requested by any police supervisor, shall be responsible
for CDO notifications if they know of the above listed incidents.
3. The CDO shall ensure that notifications are made as appropriate, which may include the following:
a. Sheriff.
b. Chief Deputy.
C. Affected Division Commander.
d. Precinct/Section Commander.
e. Media Relations Officer.

4. If the CDO cannot be contacted, the Communications Center supervisor shall notify the Division
Commander affected by the incident or the Chief Deputy.

[ ] The Communications Center supervisor shall submit a brief report via the Chain of
Command to the Chief Deputy detailing the incident.
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1.05.040
CDO RESPONSIBILITIES: 12/14

The CDO shall:

1.

aor0DN

o

Contact the Communications Center before 1600 hours Monday.

a. The Communications Center supervisor shall contact the CDO designee, if he/she has not
called in by 1600 hours.
b. The Communications Center supervisor shall notify the designee's Division Commander or

Chief Deputy, if the CDO designee cannot be contacted.

Conduct pager test with Communications Center supervisor.

Ensure correct name appears on roster for CDO duty in Communications Center.

Ensure proper natification of all affected command staff and needed specialized personnel or units.
Work a late evening shift Monday through Friday with at least four (4) hours coinciding with
patrols 4™ shift.

Upon any major event, the affected Precinct Commander should determine if a CDO personal
appearance is required. A major incident is:

a. An event resulting in the serious injury or death of department member.

b. The serious injury or death of a citizen as a result of a department action.

C. A major civil disturbance or demonstration requiring multiple police unit response and
action.

d. A confirmed hostage or barricaded situation in which multiple specialty units respond and
take action.

e. A major natural or man-made disaster requiring significant police response in conjunction

with other public safety service providers.

If the Precinct Commander cannot be contacted or is unable to respond, the CDO shall assume
responsibility for commanding the incident.

] The CDO shall have unrestricted access to any department resources necessary to
successfully conclude the investigation.

Upon arrival at the scene, the Precinct Commander or CDO, shall assess and monitor the incident,
and be available to answer any questions and:

a. Assume responsibility for coordination of the incident, if necessary.
b. Ensure that ICS is employed when appropriate.
C. Ensure the needed specialized units are notified.

| Major incidents in which anyone is seriously injured or killed by police activity shall
be thoroughly investigated and professionally managed.
| The scene shall be treated as if it were an unresolved homicide.

d. If needed, ensure the Personal Assistance Team is notified.
e. If needed, ensure follow-up informational pages are made.
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1.05.045
MUTUAL AID: 04/12

It is the policy of the Sheriff's Office to ensure that a command staff level person is physically sent to the
scene of large regional events which require a large number of law enforcement personnel, specific
equipment or expertise. The nature of these incidents creates a need for that face-to-face contact and
being there to offer support and the right assistance is critical.

u See GOM 11.01.600 for implementing mutual aid.

1.05.050
MAJOR INCIDENT DEBRIEFING: 11/09

1. Within three (3) days following a major incident, the incident commander shall ensure a Major
Incident Debriefing has been completed.

2. The department command staff, the incident commander(s) and affected Precinct Commander shall
participate in a debriefing of the incident.

| Supervisors may be included at the discretion of the Precinct Commander.
3. The debriefing shall:
a. Include a synopsis of the incident reviewing the department's response and investigation.
b. Identify any major issues that arose during the incident.
C. Identify any major media issues.
d. Determine if the supervision, investigation, and evidence processing were being properly
conducted and documented.
1.05.055
POST MAJOR INCIDENT “LESSONS LEARNED” REVIEW: 01/11
1. Within four (4) weeks following a Major Incident, the Division Commander who is responsible for
the handling of the event, will complete a “Lessons learned” Review. The purpose of this review
will be to:
a. Determine if there were any lessons that could be learned to improve future responses.
b. Determine if there were any training or safety issues that should be incorporated into any

phase of training.

2. The review shall include the relevant Division Commanders, the CDO at the time of the incident,
the Legal Unit, MRO, Captain and Sergeant of the Unit investigating the incident and any other
participants that the Division Commander determines would be beneficial to attend.

3. The Division Commander will be responsible for ensuring that the written overview of this post
Maijor Incident Review is completed within two (2) weeks of the meeting and presented to the
Chief Deputy for follow up.

1.05.060
INCREASED FIELD COVERAGE ON WEEKENDS: 06/92

Precinct commanders shall arrange Captain's schedules to provide maximum daily field supervision.
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1.05.065
SENIORITY: 06/92

When a seniority issue arises between members of equal rank regarding who is in command, the issue shall
be determined by:

1. One (1) member being designated as in command either by oral or written order of a superior
ranking member;

2. Date of rank.
[ | When two (2) or more members have the same date of rank, the date of hire with the

department shall be the deciding factor.
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1.06.000  NEWS MEDIA RELATIONS

1.06.005
POLICY STATEMENT: 09/95

It is the policy of this department to have positive news media relations because we depend on
community support in the form of trust and confidence. In order to carry out our responsibilities, a
responsive and professional approach to the news media is necessary. We intend to provide all
appropriate information to the news media as expeditiously and accurately as possible. Department
members shall consider the community interest in any task they have been assigned and bring important
newsworthy items to the attention of the news media.

1.06.010
DEFINITIONS: 09/95

For the purposes of this policy:

1. "Media member" means news reporters and press photographers who hold valid press
identification credentials.

2. "Normally releasable"” means information which shall be released unless there is an articulable
reason to withhold.

3. "Normally not releasable" means information which shall be withheld unless there is an

articulable reason to release.

1.06.015
GENERAL GUIDELINES: 09/08

The Communications Center should be the central dissemination point of incidents likely to be of
immediate news media interest when the Media Relations Officer (MRO) is not available.

1. After regular business hours, the Communications Center shall be the primary point of contact for
news media members.

a. The Communications Center shall provide appropriate releasable information to the news
media upon request pursuant to section .025.
b. The Communications Center supervisor shall provide the media with the location of a

command post or other site where the MRO, Command Duty Officer (CDO) or field
supervisor can be contacted.

C. The Communications Center supervisor shall update the News-Phone on a regular basis.
[ ] Includes reporting that nothing newsworthy has occurred.
2. The Communications supervisor shall notify the MRO and the CDO of significant newsworthy
events.
3. Department members shall evaluate each incident for media interest and brief the
Communications Center supervisor before going off-duty.
4. The following incidents are likely to receive news media inquires:
a. Major crimes.
b. Child assaults.
C. Serious injury or fatal traffic accidents.
d. Significant natural or human caused disasters.
e. Search and Rescue operations.
f. TAC-30 operations.
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5. When the Sheriff's Office is involved with another agency, the agency which has primary
jurisdiction shall have the responsibility of releasing information to the news media.

1.06.020

MEDIA RELATIONS OFFICER'S RESPONSIBILITIES: 09/08

The MRO is responsible for:

1. Coordinating effective relations between the department and the media.

] The MRO is not the only source of news information. Each department member shall
evaluate incidents and act pursuant to G.0O. 1.06.025

2. Quick, concise and accurate reporting to the media.
3. Preparing and distributing media releases.
4, Arranging media conferences when necessary.
5. Relieving pressure on department members who may be faced with a large volume of
inquiries.
6. Coordinating with the Communications Center when preliminary reports of a major event are
received.
7. Releasing information to the media using the News-Phone or other automated means when
necessary.
1.06.025
RELEASE OF INFORMATION POLICY: 09/08
1. At a reasonable time department members should release all releasable information about an
event to the news media upon request.
2. Information normally releasable about a specific incident should include the following:
a. The fact that an incident has occurred and the general nature of the event.
b. Where the command post or other site where the MRO or field supervisor can be
contacted.
C. Number and type of department resources used/assigned, (e.g., TAC-30, K-9,
Negotiators, etc.) unless it will hinder the investigation.
d. That medical aid or the Medical Examiner has been called or is on-scene.
e. Any major highway or road blockages.
f. Evacuations of any number.
3. Information normally releasable about suspects should include the following:
a. The suspect's age, sex, marital status and occupation.
b. General details of the alleged offense.
C. Circumstances surrounding the arrest including:
| Time and place.
] Resistance.
] Pursuit.
u Possession of weapons.
d. Prior convictions or other information known to be a part of public record with the

approval of the MRO or supervisor.
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4. Information not normally releasable to the media shall include the following:
a. Suspect's name if not charged.
b. Information which may allow a suspect to avoid arrest or tamper with evidence, until the
suspect is in custody or the evidence is secured.
C. Admissions, confessions, or the contents of any statement or alibi relating to a suspect
unless the alibi results in the suspect's release.
d. Results of investigative procedures such as fingerprints, polygraph examinations, ballistic
tests, or laboratory examinations.
e. Opinions about victims, witnesses, suspects or the strength of the case or any evidence
to be used.
f. The home address or home telephone number of any department member.
g. The names of deceased persons, until released by the Medical Examiner.
h. The names of juveniles, whether victims, witnesses or suspects.
i. Prior arrests that did not result in convictions.
j- Any information that may reveal the identity of child victim of sexual assault.
5. With limited exceptions, the names of victims and witnesses may be released with the approval of
the MRO or a supervisor. The exceptions are:
a. If the release would endanger any person's lives, physical safety, or property.
b. The victim or witness expresses a desire for non-disclosure.
C. Identity of juveniles.
6. Suspect photographs may be released if a significant law enforcement or public interest is served
and such releases approved by the MRO pursuant to state law.
7. Statements regarding department policies, philosophy or enforcement procedures shall be made
by the Sheriff or his/her designee.
8. Release of information concerning confidential investigations or operations shall only be made by
the MRO.
9. Nothing in this section shall be construed as to prohibit department members from exercising
their rights to speak to the news media as private individuals.
1.06.030

MEDIA RELATIONS: 09/95

1.

wn

Department members should endeavor to give the media the widest possible access to scenes,
when such access does not interfere with department operations or endanger media members.

] Supervisors seeing media arrive shall either designate a media contact or call for the
MRO to respond at a reasonable time.

Scene perimeters shall be clearly marked, preferably with crime scene tape.
Members of the media should be greeted as soon as time permits. They should be informed:

a. That a briefing will be provided.
b. When and where the briefing will be; and
C. Location and type of any hazards or dangers to them.

Department members should not interfere with photography so long as the photographer is where
he/she has a right to be and that he/she nor the use of the photography equipment, interfere with
the operation.

Arrested persons may be photographed, but will not be posed by department members.
Department members shall direct all parking to areas that will not interfere with the operation.
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1.07.000 SHERIFF’S OFFICE GOALS AND OBJECTIVES

1.07.005
POLICY: 01/11

It is the policy of the Sheriff's Office is to dedicate itself to establishing departmental goals and objectives,
in an ongoing effort to ensure that the finest police services are provided to meet the demands of the
community, to continually update and reevaluate those goals and objectives to ensure direction, unity of
purpose and a basis for measuring the progress of the Sheriff's Office and ensuring that all personnel be
aware of the departmental and division goals and objectives.

1.

wn

With goals and objectives, three broad purposes are served:

a. Department members are given direction and unity of performance and can see that their
efforts have a direct relationship to accomplishing the specific goals and objectives for
the Sheriff's Office.

b. Each division and unit can establish their own measurable objectives which contribute to
accomplishment of departmental objectives.

C. Members of the public are provided with a way to measure the performance of the office.

Goals and objectives, once established, must be updated annually.

Input must be sought from all members as a means of improving the relevancy and coverage of
goals and objectives.

Each division shall develop annual written goals and objectives, and periodically report progress
made toward their attainment to the Chief Deputy.

1.07.010
PROCEDURES: 08/12

In October of each year the Sheriff shall develop a broad vision statement for the Sheriff's Office to be
used to establish divisional and department goals and objectives for the coming year.

1.

Division Commanders shall establish divisional goals and objectives using the Sheriff's Office
vision statement, strategic plan and input from division personnel in preparing goals and
objectives. All members will be asked to provide input.

[ ] Goals and objectives should be both measurable and attainable.

Department and division goals and objectives shall be established by December 15th.

The department and division goals and objectives will be displayed in major work sites of the
Sheriff's Office and read to all agency members at roll calls, staff meetings, and divisional
meetings prior to the first of the year.

Division Commanders shall compile and submit quarterly reports to the Chief Deputy which state
the progress made by that division toward the attainment of the annual goals and objectives.

[ ] The reports will be made available to all department members.
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01.07.015
STRATEGIC PLAN: 08/12

The Sheriff or his/her designee will be responsible for developing and maintaining a strategic plan for the
Sheriff’'s Office. The strategic plan will be submitted to the Sheriff for approval. The strategic plan
may differ from annual goals and objectives in that it is a long range plan, usually three to five years.

1. The strategic plan will be developed using information provided by departmental personnel and
any resources inside and outside the department deemed necessary in creating and updating the
plan.

2. The plan shall include the following at a minimum:

a. Long term goals and operational objectives for the Sheriff's Office.
b. Anticipated workload and population trends.

C. Anticipated personnel levels.

d. Anticipated capital improvements and equipment needs.

3. The strategic plan shall be reviewed on an annual basis and revised as needed.
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1.08.000 COMMUNITY INVOLVEMENT

1.08.005
POLICY: 05/09

It is the policy of the Sheriff's Office to partner with community stakeholders to address community crime
and disorder problems. The Sheriff's Office will involve Community Stakeholders in the process of
creating policies that govern their involvement in the community and to strategically respond to public
safety issues using a Problem Oriented or Community Oriented Policing strategies whenever possible.

1.08.010
DEFINITIONS: 05/09

Community Stakeholders: Are individuals and organizations that have a vested interest in a safe and
healthy community. This includes residents, youth, federal and local government agencies, federal and
local law enforcement agencies, non-profit organizations, civic groups, private institutions, social service
providers, schools, faith groups, businesses, and others.

Problem-oriented policing (POP): Is a policing strategy that involves the identification and analysis of
specific crime and disorder problems, in order to develop effective response strategies in conjunction with
ongoing assessments. This strategy places more emphasis on research and analysis as well as crime
prevention and the engagement of public and private organizations in the reduction of community
problems.

1.08.015
LIAISONS: 05/09

It is the policy of the Sheriff's Office to liaise with existing community organizations and where they do not
exist, to assist in establishing them. Examples of methods and/or programs that can be used accomplish
this are:

School Resource Officer Program.

Neighborhood Storefront Officer Program.

Citizen Surveys.

Membership in Professional Organizations (King County Chief's Association, Washington State
Association of Sheriffs and Police Chiefs, etc.)

Unincorporated Area Councils.

Crime Prevention Officer Program.

el

o o

1.08.020
CITIZEN INPUT: 05/09

The Sheriff's Office will maintain a method for community members to communicate with various
representatives on any Sheriff's Office related topic. Further, any information received will be forwarded to
the appropriate division, section, unit, or department member, who will be responsible for responding to
the provider of the information. Examples of avenues that can be used to facilitate this policy are:

1. Web Site forms.
Broad publication of contact phone numbers for various divisions, sections, and units within the
Sheriff’'s Office with descriptions of their areas of responsibilities.

3. Broad publication of contact email address for various division, section, and unit personnel along
with descriptions of their areas of responsibility.

4, Community Forums.
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1.08.025
CONTINUED IMPROVEMENT PROCESS: 05/09

It will be the responsibility of all members of the Sheriff's Office to continue to develop its ability to interact
in a productive way with Community Stakeholders. This includes, but is not limited to:

1. Striving to improve both internal and external communication.

2. Developing practices and policies that encourage community interaction.
3. Seeking community input on how to improve connection with stakeholders.
1.08.030

PUBLICIZING AGENCY OBJECTIVES, COMMUNITY ISSUES, AND SUCCESSES:
05/09

Through the publishing of annual reports, attendance at community meetings (Unincorporated Area
Councils, Public Safety Review Boards, etc.), and through various commercial media, the Sheriff's Office
will communicate its goals, efforts, and successes at addressing crime and disorder problems.
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1.09.000 ACCREDITATION

1.09.005
ACCREDITATION COMPLIANCE MONITORING: 09/09

It is the responsibility of the Inspectional Services Unit to:

1. Ensure that periodic reports, reviews, and other activities mandated by applicable CALEA
accreditation standards are accomplished.

Maintain an Administrative Reports List of required reports, reviews, and other activities.

Monitor and ensure compliance with other accreditation standards.

Keep the accreditation files updated with appropriate proofs of compliance.

Review and update the General Orders Manual as necessary.

Prepare for the Sheriff's Office re-accreditation.

Prepare annual reports as required by CALEA.

Nooabkwd

1.09.010
ACCREDITATION TRAINING: 09/09

Familiarization with accreditation shall be provided to:
1. All newly hired members, during their orientation.
All department members during the self-assessment phase associated with the initial

accreditation process.
3. All department members prior to an on-site accreditation assessment.

1.09.015
ACCREDITATION MANAGER: 09/09
The accreditation manager shall:

1. Be appointed by the Sheriff.
2. Attend specialized accreditation manager training within one (1) year of being appointed.
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1.10.000 ADMINISTRATIVE REPORTS

1.10.005
POLICY STATEMENT: 12/09

It is the policy of the Sheriff's Office to ensure that Administrative Reports are completed when due.
These reports include but are not limited to: “Employee Grievances”, “Fiscal Status”, [lU Statistical
Summary” and “Property Control”.

1.10.010

REPORTING: 12/09

1. In order to ensure timely and informative reporting, the department maintains a "Time Sensitive
Standards Report". The Standards Report identifies the purpose and the frequency of required
reports.

2. This report is located on the Sheriff's Office intranet page.

3. This report lists:
a. The type of administrative reports.
b. The frequency of the reports with due dates.
C. Who is responsible for completion of each report.

4. Division and Precinct/Section Commanders should refer to this list to ensure proper
reporting and distribution.

5. Members shall submit all reports on time to the person/section requiring the report and in
accordance department procedures.

6. Members shall not knowingly enter or cause to be entered any inaccurate, false, or misleading

information on a report.
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1.11.000 VICTIM/WITNESS ASSISTANCE

1.11.005
POLICY STATEMENT: 08/10

The King County Sheriff’'s Office recognizes the need for victim and witness assistance. In addition to the
Sheriff's Office Core Values, department members will treat all victims and witnesses with fairness,
compassion and dignity. It is the policy of the Sheriff's Office to work with victims and witnesses using
resources including the King County Prosecutor’s Office, federal, state, and local resource agencies, and
through programs initiated by the Sheriff’s Office.

1.11.010
EXPECTATIONS: 08/10

1. During an investigation victims and withesses may expect to:
a. Receive a prompt response to their calls for service, or request for information.
b. Be notified of the status of their case.
C. Receive notification if there has been an arrest in their case.
d. Be notified when their case is cleared, or charges are filed.
e. Be notified when property is recovered.
f. Receive notification or referrals about services available to victims of violent crimes.
g. Receive referrals or assistance in communicating with the Prosecutor’s Office.
2. 9-1-1 call receivers will direct victims and witnesses to appropriate work sites for additional
information including contact with deputies or detectives responsible for the case.
3. Work site employees will assist victims and witnesses with general questions, referrals, and
information.
4. The Sheriff's Office will ensure the confidentiality of records and files of victims and witnesses

and their role in case development to the extent consistent with the Washington State Criminal
Records Privacy Act.

1.11.015
INITIAL INVESTIGATIONS: 08/10
1. During the initial investigation deputies will:
a. Supply victims/witnesses with information about applicable assistance services available

to them. Examples include; counseling, medical attention, victim advocacy (including DV.
victim advocacy), protection and anti-harassment orders.

b. Advise the victim/witness to re-contact the Sheriff's Office via 9-1-1 if the suspect or
others threaten or intimidate the victim/witness.

C. Supply the victim/witness with the incident number and include what follow up steps might
be taken next.

d. Provide the victim/witness with phone contact information for follow up investigators, or

information for the deputy in cases known to be followed up at the local level.
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1.11.020
FOLLOW UP INVESTIGATIONS: 08/10

During the follow up investigation, victims/witnesses may expect the following services from members of
the Sheriff’s Office:

1. Detectives and deputies can re-contact the victim/witness as often as necessary depending on
the severity of the case.
2. All members should explain the general procedures within the criminal justice system to any

victim or witness.

[ | Victims/witnesses should be made aware of their role in the case and what will be
expected of them throughout the process.

3. Investigators are encouraged to schedule follow up procedures like interviews, line ups, and
appearances at the convenience of the victim/witness.

4, Investigators should also consider and arrange for transportation in cases difficult for
victims/witnesses.

5. Investigators should evaluate the need to take or retain property taken during the investigation to
determine if it can be returned to the owner (within legal mandates.)

6. Follow up investigators should assist the victim in obtaining victim advocate services when and
where available.

7. When possible, victims/witnesses shall be notified of the arrest of the suspect(s) in their case.

1.11.025

FURTHER VICTIMIZATION: 08/10

The Sheriff's Office will provide appropriate assistance to victims and witnesses who express credible
reasons for fearing intimidation or further victimization.

1. When the victim/witness is in the Sheriff's Office jurisdiction, appropriate assistance might range
from words of encouragement to protective custody.

2. If the Sheriff's Office becomes aware of extreme danger to a victim/witness, an attempt to contact
and alert the victim/witness will be made.

3. When the victim/witness is in another jurisdiction that jurisdiction will be contacted and informed

of the situation.
[ ] The Sheriff's Office will request reasonable precautions and alerts be made or taken by

the other jurisdiction.

1.11.030
ANALYSIS OF VICTIM/WITNESS NEEDS AND SERVICES: 08/10

1. The Criminal Investigations Division Commander will be responsible for periodically informing the
public and media about the Sheriff's Office victim and witness assistance programs and services.
2. The Criminal Investigations Division Commander is responsible for maintaining liaison with local,

state, federal, and non-governmental agencies offering victim and witness assistance services.
The purpose of this outreach is to keep up to date on best practices and delivery of services, and
to maintain ongoing communications to offer and receive suggestions and support to work more
effectively together to better serve victims and witnesses.

3. Division Commanders with follow up responsibilities will ensure their staff is up to date and
utilizing best practices regarding communicating with victims and witnesses.
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4.

The Criminal Investigation Division Commander will conduct an analysis of victim and witness
assistance needs and available services at least every three years beginning in 2010. The
analysis will include:

a. The extent and the types of victimization occurring in the Sheriff's Office service area.

b. An inventory of information and service needs of victims and witnesses in general to
include violent crime, property crime, and specialty crimes such as domestic violence,
sexual assault, abuse and neglect, DUI or traffic crime, gang crime, and drug crime.

C. Victim assistance and related community services available within the Sheriff's Office
service area.
d. Identification of needs and selection of those which can be incorporated into the general

policy of the Sheriff’s Office.



King County Sheriff General Orders Manual _ Chapter 2

2.00.000 PERSONNEL

2.00.005
POLICY STATEMENT: 05/04

It is the Sheriff's Office policy to ensure that equal opportunity is implemented in all personnel related actions.
Members have the responsibility to integrate the intent and philosophy of the King County Equal Opportunity
Program into daily operations. Personnel practices are governed by RCW 41.14, King County Code 3.12,
King County Civil Service Commission Rules, and applicable bargaining agreements. A background
investigation shall be completed and notification made by the Personnel Unit before any person shall be
allowed to perform within the Sheriff’s Office.

2.00.010
GENERAL DEFINITIONS: 06/92

For purposes of this policy:

"Volunteer" means an approved person wiling to devote time to perform unpaid duties of a non-
enforcement nature.

"Intern" means an approved college student enrolled in an educational program willing to devote an agreed
amount of unpaid time performing duties of a non-enforcement nature.

"Temporary Employee" means a person who is hired temporarily to perform duties of a non-enforcement
nature.

"Need to know" means confidential and restricted access.
2.00.015

EMPLOYEE ELIGIBILITY: 06/92

Position vacancies shall be filled from eligibility lists compiled and certified by the King County Office of
Human Resource Management (OHRM). Exceptions:

1. Positions exempt by statute.

2. Provisional appointments made temporarily absent a current eligibility list.
3. Temporary hires.

2.00.020

TEMPORARY, INTERN, AND VOLUNTEER CIVILIAN CANDIDATES: 06/92
The Sheriff's Office shall use as needed:
1. Temporary employees.

2. Student interns.
3. Volunteer civilians.
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2.00.025
APPLICATION FOR INTERN OR VOLUNTEER CIVILIAN: 06/14

If a Volunteer or Intern is needed:

Requesting Commander shall:

1. Give an application and the appropriate hold harmless agreement to the candidate for completion.
2. Review the completed documents for acceptability.
3 If accepted, forward the candidate's file to the Personnel Unit for a background investigation.

a. The Unit requesting the background investigation will be asked to assist with a list of basic
checks. The list will be provided to them by the background investigator. Once the checks
are complete they will be forwarded to the backgrounds unit and maintained in the
background file for the candidate.

b. If processing needs to be expedited, make a notation in the candidate's file.

2.00.030
APPLICATION FOR TEMPORARY EMPLOYEE: 06/14

If a Temporary Employee is needed:

Requesting Commander shall:

1. Submit a written request to Budget and Accounting via the appropriate Division Commander or
Chief Deputy for approval. The request shall include:

a. Duties to be performed.
b. Job skills required.
C. Estimated length of employment.

2. Interview the candidate referred by the Temporary Agency or Personnel and if acceptable:
a Forward the applicant’s information to Personnel for a background investigation.
b. If processing needs to be expedited, make a notation in the candidate’s file.

3. Notify Personnel if the candidate is unacceptable.
u Personnel will notify the Temporary Agency.

Support Services Commander shall:

1. Review the completed file for approval or disapproval.
2. Notify Budget and Accounting if the candidate is approved.

Budgeting and Accounting shall:

1. Contact the approved Temporary Agency and provide a job description.
Instruct the Temporary Agency to contact the requesting Commander to schedule candidate
interviews.

3. Following written approval from the Support Services Division Commander, contact the Temporary

Agency when hiring the individual.
4. Inform the Personnel Unit if a position cannot be filled through approved temporary agencies.
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Personnel Unit shall:

1.

If the candidate is from an approved Temporary Agency, schedule a polygraph test.

2. If the candidate is not from an approved agency:

a. Have the candidate complete an application.

b. Refer candidates to the requesting unit's commander.

C. Schedule the top candidate for a polygraph.

d. Inform the candidate if he/she is not recommended for hire.
3. If the candidate is hired:

a. Notify the candidate.

b. Notify the requesting commander.

C. Establish a date of hire.

d. Notify the Payroll Unit via a personnel order.

e. Ensure that County rules regarding part-time/temporary workers are followed.
2.00.035

EMPLOYMENT BACKGROUND INVESTIGATION: 06/14

The Personnel Unit shall conduct the background investigations of employment candidates.

1.

2.

Information obtained in a background investigation shall be divulged on a "need to know" basis
only.

Copies of any related document about the investigation shall not be made or retained by any
individual without approval from the Personnel Unit Supervisor.

Personnel Background Investigator shall:

1.

2.

3.
4.

5.

Review the background investigation questionnaire to decide whether there is an immediate
disqualification.

Conduct the background investigation and submit the completed file to the IIlU Commander if the
person is an applicant for:

a Deputy.
b. Community Service Officer.
C. Court Security Officer.

Conduct the background investigation.

If the candidate is acceptable, forward the candidate's file to the polygraph examiner on the date
of the exam.

Submit the completed file to the Personnel Unit Supervisor for review.

Polygraph Examiner shall:

1.

2.
3.
4

Coordinate polygraph appointments with the background investigators except for volunteers and
interns.

Administer the polygraph test.

Note the test results in the candidate's file.

Once the polygraph has been completed, return the background investigation file directly to the
assigned background investigator.
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IIU Commander shall:

1. Review the completed background investigation file for deputy, CSOs and Court Security Officers;
a. If appropriate, interview the candidate.
b. Base all comments on facts established by the background investigation.
2. Forward the completed file to the Support Services Commander for approval.
3. Notify the Personnel Unit whether the candidate is acceptable or unacceptable.
[ ] Notify the Sheriff, if necessary.
4. Notify the requesting commander if a volunteer, intern, or temporary candidate is unacceptable.
5. Seal all completed background investigations and retain in a secure file.

Personnel Unit shall:

1. Coordinate with the polygraph examiner when setting up appointments.
Notify the requesting commander of the background investigation results.

[ ] This does not apply for deputy, CSO, and Court Security Marshall candidates.
3. Offer employment to the top acceptable candidates.
[ | Issue a personnel order if the offer is accepted.
4. If the position is accepted, create and maintain a personnel file.
5. Forward letters of rejection to the Professional Standards Division Commander for his/her signature.
2.00.040

DEPUTY ORAL BOARD PANEL: 01/04

The oral board examination is an integral test in establishing the ranked Civil Service lists, so it is
important to use experienced and trained raters who can consistently apply the process. The Sheriff's
Office Personnel Unit will establish an Oral Board Panel whose members will conduct lateral and entry-
level deputy oral board examinations. Every attempt will be made to have each oral board examination
conducted by three (3) commissioned members to assist Civil Service in administering oral board
examinations.

1. Each November representatives from the Personnel Unit, Civil Service and the IlU Commander
shall make selections from interested applicants.
2. The Oral Board Panel list will consist of eight members (6 panelists and 2 alternates) who are

committed to serve and conduct scheduled examinations for a period of one year.
3. These members should include:

a. Deputies and sergeants with PTO experience.
b. Members from each major work site, thereby minimizing adverse staffing impacts.
[ ] Based on availability, membership should include one person from each major
work site (Precincts, Special Operations, CID, and Support Services) if possible.
[ ] The Oral Board Panel members’ regularly scheduled work site shall allow the
oral board members to attend all regularly scheduled oral boards.
[ ] Work sites shall adjust the members’ shifts whenever possible to minimize

fatigue factors and overtime costs.
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4, Board members will be given a calendar schedule of the upcoming oral boards at the beginning of
their year’'s commitment.

5. All Board members shall be available on the scheduled dates.
[ ] Board members will be required to schedule their vacations, training, and other planned

absences around the preset board dates.

6. If an emergency that prevents the member from participating should arise, the member must
contact the Personnel Unit as soon as possible so an alternative can be scheduled.
7. Board members who, without prior approval, fail to attend as scheduled will be removed from the

board and replaced.
2.00.045
RELEASE OF PERSONNEL INFORMATION: 06/92
Department members shall not release personnel information, orally or otherwise, regarding employee
performance or circumstances under which an employee has left the department, unless a signed waiver or
court order to release specific information is on file.
| All such inquiries shall be directed to the Personnel Unit.
2.00.050
SEPARATION: 11/04

Department members shall:

Upon separation from the department through dismissal, resignation, retirement, or non-military leave of
absence, return:

1. All department issued property to the Property Management Unit.
. All department identification to the Personnel Unit.
3. All division issued property to the assigned division.
| Department members shall use the Property Return Verification Form (KCSO Form

#P-127) to document the return of property and identification.

Assigned Supervisor shall:

1. Complete a search for unfinished cases in IRIS.
2. Ensure these unfinished cases are submitted or deleted before member leaves.

Assigned Commander shall:

1. Notify the Personnel Unit by phone within one (1) working day of being informed of a department
member leaving the Department.

2. Notify the Personnel Unit in writing within five (5) working days of being informed of a volunteer or
intern leaving the department.

3. Ensure that all department identification and equipment has been returned.

Assigned Division Commander shall:

Upon the death of a department member, attempt to recover all of the member's department property.
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Personnel Unit Shall:

Ensure that deputies retiring for service or to a disability, other than for a mental or stress disability, are
exempt from the requirement to have a license to carry a firearm, as outlined in RCW 9.41.060 (10).

2.00.055
REINSTATEMENT REQUESTS: 08/12

1. Former employees requesting reinstatement within two years of separation shall, per Civil Service
Rule 11.1 forward a written request to the Sheriff.

2. Written requests received by the Sheriff shall be immediately forwarded to the Personnel
Unit after his/her review.

3. Within three (3) days after Personnel receives the letter of request, they shall forward a copy of

the request, a Reinstatement Approval Form and the requestor's entire personnel file to the
appropriate Division Commander, based on the employee's last assignment.

4. The Division Commander shall forward a copy of the request, appropriate files and the
Reinstatement Approval Form to the requestor's previous worksite Commander.

a. The Commander shall request input from the requestor's previous supervisor(s) and
co-workers regarding their work performance, compatibility and ethics.

b. The Commander then chooses #1, 2 or 3 on the Re-instatement Approval Form and returns
it to the Division Commander within ten (10) working days.

C. The Division Commander reviews the worksite's recommendation and notes their

approval, or not, on the Re-instatement Approval Form and returns the entire packet to
the Personnel Unit as soon as possible.

5. If the request is not approved, the Personnel Unit will draft a letter to the requestor, for the
Technical Services Commander’s signature explaining why they are being denied re-instatement.

] This letter will be drafted within three (3) days of receiving the Division's recommendation
6. If the request is approved by the Division Commander, the Personnel Unit shall:

a. Have the Background Investigators contact the person and schedule necessary
appointments (polygraph, psychological testing) to initiate the background investigation.
b. Contact OHRM to request that the person is approved and put on the reinstatement list

7. Once the background is completed, and OHRM's approval has been received the 1IlU Captain
reviews the file and makes a recommendation to the Commander of Technical Services.

8. With the Technical Services Commander’s signature, the person is notified, by the Personnel Unit
that their application for re-instatement is approved.

a. If a medical exam is deemed necessary, they are given a verbal conditional offer of
employment pending successful completion of the medical.
b. If they are not required to take a medical, arrangements are made for them to start work.
2.00.060

PERSONNEL FILE SECURITY: 01/11
The confidentiality of Personnel files shall not be compromised. File access is only allowed to:

Sheriff.

Chief Deputy.

Division Commanders.

Legal Advisor.

Supervisors on an as needed basis.

abhwbd=
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6. Personnel Unit staff.

7. [IU Commander.

8 A member may examine his/her own personnel file under the direct supervision of the Personnel
Unit.

9. A third party who presents a signed waiver from a department member allowing access to that

member's personnel file.

2.00.065

PERSONNEL IDENTIFICATION: 01/12

1. Department members shall use their assigned People Soft numbers on official documents requiring
a personnel number.

2. When using your new serial number, you only need to refer to the last 5 digits of your PS number.

2.00.070

ATTENDANCE REPORTS: 06/92

1. Attendance for all department members shall be recorded on the Attendance Report Form (KCSO
Form #P-107 E).

2. The attendance report shall be sent to the Payroll Unit by the first working day after the first (1st)
and sixteenth (16th) of each month.
[ ] Late absence request forms shall be sent to Payroll when the requestor has returned to

duty.
3. This report shall contain the names of all persons who worked or were absent during each

respective twenty four (24) hour period.

2.00.075
ADDRESS OR TELEPHONE NUMBERS: 11/00

1. Department members shall report their mailing address and telephone number to the Personnel
Unit.

] Department members, who do not have a telephone, shall forward a written report to the
appropriate Division Commander explaining the reasons.

2. Department members shall report any change of address or telephone number to the Personnel
Unit within seventy two (72) hours of the change.

2.00.080
TRANSFERS AND JOB REASSIGNMENTS: 06/92

1. Department members shall comply with the guidelines in their current Collective Bargaining
Agreement regarding all transfers and job reassignments.

2. All transfer and reassignment orders shall identify the Division, Section, and Unit to and from which
the department member is assigned.
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2.00.085
TRANSFER POLICY: 01/11

The purpose of this policy is to establish procedures regarding the application process for openings in
specialized units or assignments within the department for commissioned and civilian members. This policy
is intended to give equal opportunity and information to all applicants, and ensure feedback is provided to
interviewing applicants as a method for improving future potential for success.

1. VACANCY ADVERTISEMENT:
a. All openings shall be advertised in the G.I.B.
[ | There shall be fourteen (14) day minimum between the date the notice is issued

and the closing date listed on the application announcement.
b. The announcement shall include the following information:

Open and closing dates.

Minimum and desired qualifications.
Job description.

Responsibilities and job conditions.
Days off and shift hours.

The selection process.

2. TRANSFER PROCEDURES:

a. Members requesting transfer are responsible for completing and submitting, via their
chain of command, a transfer request form and any accompanying information to the
Captain/Manager advertising the vacancy prior to the closing date.

b. Candidates must agree to the job responsibilities and working conditions before being
considered for filling the vacant position.

C. In the event the advertising Captain/Manager does not receive a sufficient number of
qualified applicants, the Captain/Manager may issue additional announcements for the
vacancy.

3. SELECTION PROCESS:
a. The advertising Captain/Manager is responsible for:

[ ] Preparing the position vacancy announcement.

| Accepting applications for transfer.

[ ] Screening applicants for minimum qualifications.

| Scheduling candidates for an in-person interview with selection committee.

[ ] Reviewing the work history of the candidates which may include but not limited to:
[ ] IIU complaints.
u Sick leave.
[ ] Performance evaluations.

[ ] Providing an alphabetical list of all eligible candidates and the name of the top

candidate to the Precinct/Section Commander for their approval.

] The Precinct/Section Commander is responsible for selecting the
candidate to fill the vacancy.
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] Notifying unqualified applicants and candidates that are not selected prior
to announcing the results.

[ ] Preparing transfer orders.
[ ] Debriefing all unsuccessful candidates upon completion of the process.
b. The Division Commander or his/her designee is responsible for final approval of the

candidate selection.

4. EXCEPTIONS:
a. Upon written request due to special circumstances, the Chief Deputy may approve a waiver
of this policy.
b. Members who want to transfer to another worksite may request a job exchange within a

same job class within the department.

] The requestor shall notify other members of their desire to exchange jobs via the
GIB. The employee shall notify his or her supervisor before submitting the GIB
notice.

[ ] Department members who are interested in and qualified for the exchange shall

complete a transfer request form and send it to the supervisor of the person
seeking the exchange.

] All eligible members interested in the exchange will be required to participate in
the interview and selection process.
| Supervisors on both sides of the exchange must approve the exchange for it to

become effective.

2.00.090
DUTY HOURS: 06/92

Department members shall work those hours or shifts designated by their Division/Section Commander.

1. When necessary, supervisors may modify the assigned hours with the Division/Section
Commander's approval.

2. Compensation for hours worked shall be in accordance with the current Collective Bargaining
Agreements.

2.00.095

PUNCTUALITY: 11/99

Department members shall be punctual when reporting for duty at the time and place designated by their
supervisors.

1. Whenever possible, the tardy member will call in prior to the start of his/her shift. When it is
impossible (e.g., bus or traffic problems) to call prior to the start of the shift, the tardy member will
report to the supervisor, or the supervisor's designee, immediately upon arrival at work.

2. It is the tardy member's responsibility to notify the supervisor immediately when he/she arrives at
work, unless prior arrangements have been made with the supervisor.
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2.00.100
ABSENCE WITHOUT LEAVE (AWOL): 06/14

1. Department members shall comply with the guidelines in current Collective Bargaining Agreements

and applicable County Ordinances regarding time off.
2. Except for approved absences or emergencies, department members shall report to work.

2.00.105
TIME LOSS DUE TO INCLEMENT WEATHER: 06/92

If weather conditions prevent department members from reporting to work, the following procedures apply:
1. Department members:
a. Shall notify their immediate supervisor as soon as possible.
b. May request to use vacation time, absence without pay, or other available compensatory
time that is covered in current Collective Bargaining Agreements.

[ | Sick time may not be used to cover time loss due to inclement weather.

2. Supervisors should approve the above applicable requests.

2.00.110
VACATION APPROVAL: 06/92

1. Department members submitting vacation requests before April 1% shall be granted on
departmental seniority.

[ ] Requests submitted after April 1% shall be granted on first come, first serve.

2. Supervisors shall check for conflicting subpoena or court appearance dates before approving any
vacation time.

] If there is a conflict, the supervisor shall not approve the request.

2.00.115
TRANSFERRING VACATION AND SICK HOURS: 09/92

Department members wanting to transfer accrued vacation or sick hours to another department member
shall comply with the guidelines in either their Collective Bargaining Agreement or King County Ordinance
3.12.223, if non-represented.

1. Commissioned department members under a Collective Bargaining Agreement transferring
vacation hours shall:

[ ] Forward a Shared Leave Vacation Transfer Authorization directly to Payroll.

2. Non-commissioned department members under a Collective Bargaining Agreement transferring
vacation hours shall:

| Forward a memorandum to payroll, via chain of command, indicating the number of hours
transferred and to whom the hours are being received.
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3. Department members under Collective Bargaining Agreements wanting to transfer sick hours shall:

u Forward a Shared Leave/Sick Leave Donation Authorization form to the Payroll Unit, via
chain of command, indicating the number of hours transferred and to whom the hours are
being transferred.

4. Non-represented department members wanting to transfer either sick or vacation hours shall:
[ ] Forward the applicable Shared Leave form, either Sick Leave Donation Authorization or

Vacation Leave Donation Authorization, to the Payroll Unit, via chain of command,
indicating the number of hours transferred and to whom the hours are being transferred.
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2.01.000 LEAVES OF ABSENCE

2.01.005
POLICY STATEMENT: 06/06

Leaves of absence available to members may include sick leave, disability leave, military leave, medical
leave and unpaid leaves. These leaves may be covered by Family Medical Leave, King County Family
Medical Leave, Washington State Family Care Act and by current Collective Bargaining Agreements and
other applicable King County Ordinances. It is the policy of the Sheriff's Office that leaves are monitored
to stay in compliance with applicable laws, ordinances or bargaining agreements.

2.01.010
DEFINITIONS: 12/14

For the purpose of this policy:

“Disability Coordinator”. Is a person in the Personnel Unit who is responsible for coordinating efforts
relative to department members with medical leaves of absence, disabilities, and transitional duties.

“FMLA” means the Family Medical Leave Act which provides members with job protection. Members must
have worked 1250 hours in the preceding year to qualify.

“KCFML” means the King County Family and Medical Leave Ordinance which provides members with job
protection. Members must have worked 1040 hours in the preceding year to qualify.

“WSFCA” means the Washington State Family Care Act which provides members with job protection.
Members must have worked 1250 hours in the preceding year to qualify.

2.01.015
MILITARY LEAVE: 12/14

1. Department members who voluntarily enlist or are drafted to serve in any branch of the military
service or belong to any reserve component of the military shall be given a leave of absence for the
duration of their enlistment or drill periods.

2. Department members on military leave shall receive normal pay for a period not to exceed twenty-
one (21) days during each year beginning October 1% and ending the following September 30"

[ ] Such military leave shall be in addition to any other time off covered by the current
Collective Bargaining Agreement.

3. Military leave that is scheduled in advance shall receive priority consideration if it conflicts with a
vacation request.
4. Department members subject to military leave shall submit an order and/or annual training drill

schedule from their military unit and the Uniformed Service Leave Form (USLF), to the Personnel
Unit via chain of command.

a. The USLF and annual training schedule is due to the Disability Coordinator no later than
the 31% of October each year.
b. Members will not receive pay or benefits from King County for military leave until the USLF

and accompanying documentation is received.
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5.

Supervisors who are approving military leave requests should review the actual military order or drill
schedule before approving the military leave request.

a. The supervisor should contact the Disability Coordinator if there are questions about the
dates being requested.

b. The Disability Coordinator may contact the requesting deputy's unit commander to verify
the training schedule.

This Disability Coordinator shall send a copy of the orders and/or drill schedules to the member’s
Captain and should notify the Captain if any conflicts arise.

When the member separates from military service, supporting documentation, (i.e. Discharge
Certificate, DD-214, Discharge Orders, etc.) must be forwarded to the Disability Coordinator.

2.01.020
SICK LEAVE: 04/14

Use of either sick leave or LEOFF-I Disability Leave shall be governed by the current Collective Bargaining
Agreements and other applicable King County Ordinances.

1.

2.

Members who are sick, injured, disabled, or unable to show up for work shall notify their supervisor
or an on-duty supervisor of their section or unit as soon as possible.

Members shall complete the King County Absence Request form, for all absences, on the first day
back to work.

Members who become sick or injured while on vacation may request to substitute sick days or
disability leave for vacation days.

[ ] Members should obtain written verification from an attending licensed health care
provider stating the number of days/hours of iliness.

Members using sick leave or disability leave over forty (40) consecutive work hours shall provide a
licensed health care provider's verification by the 8™ consecutive calendar day of absence.

a. If the next day is a Saturday, Sunday, or holiday, the employee shall see a licensed health
care provider on or by the next business day.

b. Members who fail to submit required written verification on or before the first day of
returning to work may not be allowed to return to work until verification is submitted.

C. Members failing to comply with this section may be "absent without leave" (AWOL) per
GOM 2.00.100.

The member’s supervisor shall notify the Disability Coordinator if a member is absent for over
forty (40) work hours (consecutive or accumulative) when related to a single illness/injury.

All written verifications shall be given to the member’'s supervisor and then forwarded to the
Disability Coordinator via the chain of command.

a. The supervisor may document receipt of the verification, but shall not keep a copy at the
worksite.
b. The member’s Precinct/Section Commander may waive or amend the requirement for

written verification at any time.
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2.01.025
COMPLETING ABSENCE FORM: 06/06

Members shall complete the King County Absence Request form on the first day back to work.

1. SICK LEAVE (LEOFF-1, UNDER 80 HOURS):
a. Block #2 shall be completed as "OTHER (Explain) DL."
b. Complete block #4.
C. "DL/hours" shall be entered in the appropriate dates of block #5.
2. SICK LEAVE (LEOFF-II)
a. Block #2 shall be checked as "Sick Leave (S)."
b. Complete block #4.
C. "S/hours" shall be entered in the appropriate dates of block #5.
3. FAMILY CARE LEAVE (LEOFF-I):
a. Block #2 of the Absence Request shall be completed as "OTHER (Explain) FCL."
b. Block #4 shall be completed by entering "FCL" on line provided explaining the need for
absence and relationship to the affected family member.
C. "FCL/hours" shall be entered in appropriate dates of block #5.
4. FAMILY SICK LEAVE (LEOFF-II & NON-COMMISSIONED MEMBERS): 06/92
a. Block #2 of the Absence Request shall be completed as "OTHER (Explain) ESL."
b. Block #4 shall be completed by entering "FSL" on line provided explaining the need for
absence and relationship to the affected family member.
C. "FSL/hours" shall be entered in appropriate dates of block #5.
5. BEREAVEMENT LEAVE:
a. Block #2 of the Absence Request shall be completed as "OTHER (Explain) BL."
b. Block #4 shall be completed by entering "BL" on line provided explaining the need for
absence and name and relationship to the deceased.
C. "BL/hours" shall be entered in appropriate dates of block #5.
6. LEOFF-I SLLB TIME:
a. Block #2 of the Absence Request shall be completed as "OTHER (Explain) LL."
b. Block #4 shall be completed by entering "LL" on line provided explaining the need for
absence.
C. "LL/hours" shall be entered in appropriate dates of block #5.
7. LEOFF-Il SPECIAL SICK LEAVE:
a. Block #2 of the Absence Request shall be completed as "OTHER (Explain) SSL."
b. Block #4 shall be completed by entering "SSL" on line provided explaining the need for
absence.

C. "SSL/hours" shall be entered in appropriate dates of block #5.
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2.01.030
LEOFF-| MEMBERS: 06/06

The Collective Bargaining Agreement and applicable King County Ordinances shall govern use of
LEOFF-I Disability Leave.

1. Members are required to provide a licensed health care provider’s verification for absences over
one work week, by the 8™ consecutive day of absence.
2. On-duty injuries shall be reported by writing an Officer's Report to the Disability Coordinator, fully

describing the incident, via the member’s supervisor and chain of command within three (3) days
of the injury.
3. When an absence due to iliness/injury lasts beyond eighty (80) consecutive work hours:

a. Members must submit King County LEOFF-I Disability Retirement Board forms to
Personnel for approval by the Board, within fifteen (15) calendar days after returning from
disability or thirty (30) days after the beginning of the leave, whichever comes first.

b. Members shall not be allowed to return to work without written verification from a licensed
health care provider stating the employee is medically fit for full duty.

4, Members may substitute disability leave for vacation leave if they become sick or injured while on
vacation.
2.01.035

LEOFF-I ILLNESS/INJURY ABSENCE OVER EIGHTY (80) CONSECUTIVE HOURS:
06/06

LEOFF-I deputies absent more than eighty (80) consecutive hours are subject to the following conditions:

1. LEOFF-I deputies on disability leave over eighty (80) hours shall submit a King County LEOFF-I
Disability Retirement Board form for approval by the Disability Board.

a. The forms are available from the Personnel Unit.

b. LEOFF-I deputies shall complete and submit the form to the Disability Coordinator within
fifteen (15) calendar days upon return to duty or thirty (30) calendar days of beginning
disability leave, whichever is sooner.

C. LEOFF-I deputies, who fail to submit the LEOFF-I disability form within the required period,
shall be placed on non-pay status until the forms are received and disability leave for that
period is approved by the King County LEOFF-I Disability Retirement Board.

d. Supervisors shall carry a LEOFF-I deputy on disability leave on the attendance roster until
the deputy returns, is transferred, or leaves the department.

2. Disability leave requests not meeting the criteria of the preceding conditions or not approved by the
Disability Board shall be considered unapproved leaves of absence even if the Absence Request
form had been approved.

a. LEOFF-I deputies on unapproved disability leave for which appropriate applications have
been submitted shall continue at full pay status until their hours of unapproved disability
leave equal the balance in their SLLB account.

b. Accrued vacation time may be used.

3. LEOFF-I deputies, who are on a disability leave approved by the Disability Board, shall not be
allowed to return to duty without written approval by:

A Precinct/Section Commander; or

A licensed health care provider; or

An authorized physician of the Disability Board who approves provisional returns; or
The Disability Board.

Qoo
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2.01.040
SICK LEAVE, DOCUMENTING SUSPECTED VIOLATION OF: 04/14

1.

When supervisors have cause to believe there has been an abuse of sick leave the supervisor
may require the member to provide written notification from a licensed health care provider for
every absence.

After obtaining Precinct/Section Commander approval, supervisors may require members to
comply with the requirements documented in the following sample memorandum.

All written verifications shall be given to the member’s supervisor and then forwarded to the
Disability Coordinator via the chain of command.

[ ] The supervisor may document receipt of the verification, but shall not keep a copy at the
worksite.

Members placed on this requirement will remain so until the Precinct/Section Commander
rescinds this requirement in writing.

a. The memorandum shall be reviewed on an annual basis.
b. The member’s Precinct/Section Commander may waive or amend the requirement for
written verification at any time.
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MEMORANDUM DOCUMENTING SUSPECTED VIOLATION OF SICK LEAVE: 08/07

Memorandum
Date:
To: Via: Chain
From: [Precinct/Section Commander or Manager]
Re: USE OF MEDICAL LEAVE

Your supervisor(s) have discussed your use of sick leave with you. Effective immediately, when you
report yourself ill, unable to perform work, or use sick leave for a qualified family member, you are to
obtain written verification from a licensed health care provider for each absence caused by illness, injury
or medical appointment.

Immediately upon, or before your return to work, you are to give the health care provider’s verification to
your supervisor with your Absence Request form. You may not be allowed to return to work without first
submitting the provider's statement. Each time you report yourself ill or absent to care for a qualified
family member, you are to follow this directive until it is rescinded in writing.

Members failing to comply with this requirement may be “absent without leave” (AWOL) per G.O.
2.00.100, and may be subject to progressive discipline.

For further guidance, please refer to the appropriate General Order Manual Sections and the current
Collective Bargaining Agreements regarding use of sick leave.

A copy of this memorandum shall be placed in your permanent personnel file. This memorandum should
be reviewed on an annual basis.

| acknowledge receipt of this memorandum on the date indicated below.

(Member’s Name) Date

cc: Member’s Personnel file in Personnel Unit.
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2.01.045
DISABILITY LEAVES (NON LEOFF-I): 06/06

MEMBER’S RESPONSIBILITIES

All members (except LEOFF-I) requiring a leave of absence due to illness, disability, injury, pregnancy,
and/or family medical situation, shall:

1.

2.

Complete the forms contained in the Safety & Claims Packet for duty related injuries, as
appropriate.

Provide a licensed health care provider’s verification when absent over forty (40) work hours by
the 8" consecutive calendar day of absence, and complete Family Medical Leave (FMLA) forms
issued by the Personnel Unit Disability Coordinator.

Discuss possible transitional duty with the Disability Coordinator and/or the supervisor when
restrictions are imposed and forward restrictions without medical diagnosis, to your supervisor.
(See GOM 2.04.015).

Provide a written release to full duty prior to returning to work after an absence of forty (40) work
hours or longer.

Ensure Job Analysis and Physical Capacities Evaluation forms are completed by the licensed
health care provider when required.

SUPERVISOR’S RESPONSIBILITIES

Notify the Personnel Unit Disability Coordinator if an employee is absent for over forty (40) work
hours. (Consecutive hours or accumulative hours when related to one iliness/injury).

Forward medical verifications, restrictions, etc. to the Claims Office if related to an on-duty injury
with copy to the Disability Coordinator.

Consider a transitional duty assignment, in coordination with the Disability Coordinator and the
Precinct/Section Commander, if medical restrictions allow. (See GOM 2.04.000).

Upon receipt of a licensed health care provider’s release, forward the release to the Claims Office
and the Disability Coordinator.

PERSONNEL UNIT DISABILITY COORDINATOR RESPONSIBILITIES

1.

Verify eligibility for FMLA or KCFMLA, issue and receive appropriate forms for leaves of absence.
Track and monitor members on medical leaves of absence, workers’ compensation, transitional
duty, and coordinate information with appropriate unit personnel.

Answer member/supervisor questions about leaves of absence, sick leave, disability, medical
restrictions and transitional duties.

Coordinate efforts with Safety & Claims regarding members who have been injured on the job
and with Disability Services relative to potential accommodation or job reassignment.

Ensure appropriate forms and paperwork are given to members.

Notify the appropriate chain of command of the member’s disability status.
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2.01.050
UNPAID LEAVES OF ABSENCE: 06/06

Unpaid leaves of absence are governed by RCW 41.14.160, King County Code 3.12.250 and Collective
Bargaining Agreements.

MEDICAL LEAVES

1. Members shall inform their supervisor of their need for the unpaid leave of absence. Medical
leaves may be covered by Family Medical Leave (FMLA), King County Family Medical Leave
(KCFML), or Pregnancy Disability.

2. Supervisors shall notify the Personnel Unit Disability Coordinator when a request for a leave of
absence is for medical reasons.

PERSONAL LEAVES

—_

Members shall inform their supervisor of their need for the unpaid leave of absence.

2. Supervisors shall notify the Precinct/Section Commander when a request for a leave of absence
for personal reasons.

3. Precinct/Section Commanders or Mangers may grant up to twenty-four (24) hours of unpaid leave
of absence for members under their command.

4. Unpaid leave of absence over twenty-four (24) hours may only be granted by the Sheriff.

5. Leaves may not be extended beyond one year without the approval of the King County Director of

Human Resources.

[ ] Failure to return from a leave of absence, without permission by the Sheriff, by the
expiration date shall result in automatic termination.

2.01.055
DISABILITY TERMINATIONS: 06/06

When members have been diagnosed with a permanent condition that prevents them from fulfilling the
essential functions of their job classification, and/or FMLA/KCFML benefits have been exhausted, they may
be terminated from the department for medical, non-disciplinary reasons. Note: KCFML is not offered under
these circumstances.
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2.02.000 WORK RELATED INJURY, REPORTING OF

2.02.005
DEFINITIONS: 06/06

For the purpose of this policy:

“Disability Coordinator” The Personnel Unit Disability Coordinator is responsible for coordinating efforts
relative to department members with medical leaves of absence, disabilities, transitional duties, and
maintaining appropriate records related to same.

2.02.010
MEMBER'S RESPONSIBILITIES: 06/06

1. Department members who become injured/ill while on duty shall immediately notify the nearest
available on-duty supervisor. All injuries/ilinesses shall be reported even if medical treatment
is not needed.

a. If injuries prevent the person from making personal notification, another person should
make the notification as soon as possible.
b. If a supervisor is unavailable in the immediate area, the Communications Center Supervisor

shall be notified.

2. The reporting person shall remain at the incident scene until released by a supervisor, unless
injuries require transport to a medical treatment facility.

3. Members shall complete a Self Insurer Form (SIF-2) if medical treatment is needed when able to do
SO.

4, Members shall cooperate with King County Safety and Claims and/or the Disability Coordinator as

requested and in a timely manner.

2.02.015
COMMUNICATIONS CENTER SUPERVISOR'S RESPONSIBILITIES: 06/92

The Communications Center supervisor shall:
1. Immediately notify the on-duty supervisor responsible for the area where the incident occurred.
Exhaust the on-duty chain of command in the specific area before dispatching a supervisor from

another unit or section.
3. If necessary, notify the Command Duty Officer (CDO) per G.O. 1.05.035.

2.02.020
SUPERVISOR'S RESPONSIBILITIES: 06/06

The supervisor should whenever possible:

1. Go to the incident scene without delay.

2. Conduct a complete investigation.
a. Obtain information from witnesses.
b. Document the extent of the injuries.

C. Comply with G.O 2.07.000 (Death or Serious Injury Notification), if applicable.
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3. Complete the Work Related Injury/lliness Supervisor Report on the day of the incident or the day the
supervisor is notified.

4. Forward the original to the office of Safety and Claims (Mail Stop AIR-ES-0103).
| Forward a copy to the Personnel Unit Disability Coordinator via the chain of command.

5. Immediately call (24 hours) the office of Safety and Claims and Labor and Industries if any incident

results in death or likelihood of death or hospitalization of a member.

] The Communications Center shall maintain a current phone listing of Safety and Claims
and Labor and Industries contacts.

2.02.025
DISABILTY COORDINATOR’S RESPONSIBILITIES: 06/06
The Disability Coordinator shall:
Ensure that all appropriate documents are forwarded to the appropriate units or agencies.

1
2. Monitor the progress of the injured member, coordinate and communicate that progress through
the appropriate chain of command.
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2.03.000 ON-THE-JOB INJURY/ILLNESS CLAIMS AND BENEFITS

2.03.005
DEFINITIONS: 06/06

For the purpose of this policy:

“Disability Coordinator” The Personnel Unit Disability Coordinator is responsible for coordinating efforts
relative to department members with medical leaves of absence, disabilities, transitional duties, and
maintaining appropriate records.

2.03.010
CLAIMS AND BENEFITS PROCEDURE, NON-LEOFF- |: 06/06

Non-LEOFF-I members are covered by the self-insurer's workers compensation program. Applicable
members wishing to file a claim for benefits regarding on-the-job injuries/ilinesses shall comply with the
following procedures.

1.

Members shall report any work related injury/iliness.

a. An on-the-job injury/iliness shall be reported immediately (preferably to the injured
member's immediate supervisor).
b. Report all injuries/ilinesses even if immediate medical treatment is not needed.

The member’s supervisor shall:

a. Provide the injured/ill member with a Safety and Claims packet.

b. Ensure member completes Self Insurer Form (SIF-2) if the member seeks medical
treatment.

C. Complete the work related injuryl/illness supervisor's report when a member seeks
medical treatment.

d. Ensure King County Safety and Workers Compensation has been notified as soon as

possible, but no later than the next normal business day.

Members should complete the forms in the work related injury/iliness packet and submit them by
the next business day.

Members may choose any licensed health care provider who is qualified and reasonably convenient
to treat the condition. A specialist may also be used.

a. Members may also select any licensed health care provider outside their medical plan to
treat the work related injury/iliness.

b. A change of physicians may be authorized if there is no progress in health.
] Before changing licensed health care providers or seeking another opinion, obtain

approval from the County claims officer of Safety and Workers Compensation.

Members should ensure the licensed health care provider knows the injury/iliness is work related
but do not have the health care provider fill out a State Industrial fund claim form.
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6. Members shall work with the King County Safety and Workers Compensation claims officer.
a. Immediately notify the assigned claims officer of any changes of address or telephone
number.
b. Provide any requests for information by Safety and Claims or the Department Disability
Coordinator, written or verbal, by the next business day.
C. Provide his/her supervisor and King County Safety and Workers Compensation claims

officer with a written release for work from the doctor.

] The release shall certify that time away from work was due to an on-duty
injury/iliness, the date when the member can come back to full duty, and if there
are any restrictions.

| If there are restrictions, the return to work will be coordinated with the disability
Coordinator.

7. All allowable licensed health care provider, hospital, surgical and related treatment costs of any
work related injury/iliness are paid directly through the King County Safety and Workers
Compensation program.

a. All medical related billings should be sent to King County Safety and Workers
Compensation, P.O. Box 80283, Seattle, WA 98108.
b. Generally, there will not be any out-of-pocket expenses.
[ ] If there are pending benefits, a pharmacy, for example, may request that payment
be made at the time your prescription is filled.
u Obtain a payment receipt and upon claim approval, send the receipt to King County

Safety and Workers Compensation for reimbursement.
2.03.015
CLAIMS AND BENEFITS PROCEDURE, LEOFF- I: 06/92

LEOFF-I deputies are covered in full by their personal medical insurance carrier (i.e., Group Health, Pacific
Health, or King County Blue Shield) regarding on-the-job injuries/ilinesses.

| Any difficulties in billing experienced by LEOFF-I members should be discussed with the Budget
and Accounting Section.
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2.04.000 TRANSITIONAL DUTY ASSIGNMENTS

2.04.005
POLICY: 06/06

It is the policy of the Sheriff's Office to allow members (except LEOFF-1), with medical restrictions that
prohibit a member from performing one or more essential functions of his or her “classification”, to work in
transitional duty assignments in lieu of using sick leave, vacation time or leave without pay. The Sheriff's
Office may or may not provide transitional duty assignments but will strive to provide assignments for
members who want them. If the injury or iliness is duty related and the member is receiving workers
compensation benefits, and the Sheriff's Office provides a transitional duty assignment to the member,
the member if able must accept the assignment. Transitional duty assignments, if available, may be
approved for various lengths of times with a maximum of six (6) months allowed per KCSO policy and per
injury/incident.

2.04.010
DEFINITIONS: 06/06

For the purposes of this policy:

“Disability Coordinator” The Personnel Unit Disability Coordinator is responsible for coordinating efforts
relative to department members with medical leaves of absence, disabilities, transitional duties, and
maintaining appropriate records.

“Transitional duty” (formerly referred to as light duty) means a short term work assignment for
employees who have temporary medical restrictions precluding them from performing one or more
essential job functions. Modified duty and alternative duty are considered transitional duty. Transitional
duty assignments may or may not be available.

“Modified duty” means the short-term elimination of job functions the employee is unable to perform due
to temporary medical restrictions.

“Alternative duty” means duties that are not part of the employee’s regular body of work.

2.04.015
MEMBER’'S RESPONSIBILITIES: 06/06

1. If a member is absent from work because of non-occupational illness or disability and is eligible
to work with medical restrictions and wants to work in a transitional duty assignment, the member
should:

a. Contact the Disability Coordinator and/or their supervisor and request a transitional duty
assignment.
b. Provide medical verification on a Transitional Duty form to the Disability Coordinator.
[ | The form is to be completed by the member's physician, listing specific
restrictions.
] The written medical verification must show a prognosis of full recovery within a

six (6) month period.

C. Contact their supervisor and the Disability Coordinator regarding any changes,
extensions, etc.
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2. If a member is absent from work due to an on duty iliness/injury the Department may require the
member to work a transitional duty assignment.

a. This requirement must be approved by the member’s licensed health care provider.
b. The member may decline to work transitional duty if on FMLA however the member may
forfeit time loss benefits.

2.04.020
SUPERVISOR’S RESPONSIBILITIES: 06/06

When the supervisor learns that a member will be absent due to a medical condition, the supervisor will:

1. Contact the member to determine the length of absence.
If needed, in conjunction with the Disability Coordinator, discuss the possibility of working a
transitional duty assignment and the member’s desire to work such assignment.

3. Along with the member, complete a Transitional Duty Request form if a transitional work
assignment is available.

] The form can serve as a job analysis for the transitional duty which must be approved by
the health care provider prior to offering the transitional duty to the affected member.

4, Upon receipt of the completed request form, the supervisor will forward it to the Precinct/Section
Commander and confer about the potential transitional duty approval.

5. The Disability Coordinator shall be copied on all documents and communications.

2.04.025

PRECINCT/SECTION COMMANDER’S RESPONSIBILITIES: 06/06

The Precinct/Section Commander will:

1. Review the Transitional Duty form for thoroughness and once approved and signed, forward to the
health care provider (recommend sending via fax to expedite process), with return instructions listed

on the bottom of the form.
2. Forward a copy to the Division Commander and Disability Coordinator.

2.04.030
DISABILITY COORDINATOR’'S RESPONSIBILITIES: 06/06
The Disability Coordinator will:

1. Explore the possibilities of members working transitional duty if the member qualifies.
Upon receipt of the Transitional Duty form:

a. Review the form for accuracy and to ensure it is complete.
b. Verify member eligibility to work.
3. Notify the affected member’s unit and payroll, via email, once the Transitional Duty form has been

signed and approved by the health care provider.

Monitor member’s time working a transitional duty assignment.

Keep the member and the Precinct/Section Commander and/or Manager informed of any

necessary modifications or extensions.

6. Forward the Transitional Duty form to the Claims Office when the injury is related to an on-duty
claim.

ok
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2.05.000  ACCOMMODATING MEDICAL RESTRICTIONS

2.05.005
EVALUATION: 06/06

Members with medical restrictions will be evaluated to determine if accommodations or modifications may
enable them to continue working in their job capacity and perform all the essential functions of the job.

2.05.010

RESPONSIBILITIES: 09/13

1. Members who need medical accommodations shall provide written medical documentation, to the
Disability Coordinator stating the temporary or permanent restrictions, from a licensed health care
provider.
u Members shall provide documentation if medical restrictions change.

2. The Disability Coordinator may facilitate this process with the member’s supervisor when it

appears likely that a reasonable, safe, and effective accommodation can be identified within a
Unit, Section or Division.

3. The Disability Coordinator will contact King County Disability Services, if needed, to assist in
facilitating the process.
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2.06.000 MENTAL HEALTH TREATMENT

2.06.005
EXAMINATION AUTHORIZATION: 01/11

The Sheriff, Deputy Chief, Division Commander, or Command Duty Officer may refer a member to undergo
a psychiatric or psychological examination with a department approved practitioner when there is reasonable
suspicions based on clearly articulable facts that a member may be psychologically impaired or troubled to
the extent that it casts doubt on his/her duty capability.

2.06.010
INITIAL DUTY RELATED TREATMENT OR COUNSELING: 06/92

1. The department approved mental health practitioner shall be directed to send the bill for the initial
duty-related examination to the Budget and Accounting Section.
2. If subsequent treatment or counseling is required, the initial examination expense shall follow the

applicable guidelines in G.0. 2.06.015, G.0O. 2.06.020, and G.0. 2.06.025.

2.06.015
SUBSEQUENT DUTY RELATED TREATMENT OR COUNSELING, LEOFF- I: 01/11

1. LEOFF-I deputies shall submit all bills to their personal insurance carrier.
The King County Benefits Office shall reimburse the LEOFF-I deputy or authorized practitioner
for the balance not paid.

] Whenever possible, LEOFF-I deputies covered by Group Health or Pacific Health shall use
the services of their respective in-house Psychiatric Department unless:

[ ] Group Health or Pacific Health (whichever is applicable) approves the outside
treatment or counseling; or
[ ] Group Health or Pacific Health (whichever is applicable) cannot provide timely or

optimal treatment as determined by a Division Commander or the Chief Deputy.

2.06.020
SUBSEQUENT DUTY RELATED TREATMENT OR COUNSELING, MEMBERS: 06/06

Title 51, Industrial Insurance Act, may allow King County's Safety and Workers Compensation Program to
cover a department member requiring treatment or counseling if:

1. The condition requiring treatment is a direct result of a trauma experienced by the member while on
duty; and

2. The condition is reported during the legal time frames; and

3 A licensed psychiatrist (not psychologist), as defined by the Act, determines that the treatment or

counseling is required and signs the required claim form.

4. If the affected member believes his/her situation might qualify under the above conditions, the
affected member or the person referring the member shall immediately contact the Administrator of
Safety and Workers Compensation.
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2.06.025
REPORTING BY SUPERVISOR: 06/06

Supervisors shall complete a Work Related lliness/Injury Supervisor Report when a member under the
supervisor's command is required to attend duty related mental health treatment.

2.06.030
TREATMENT OR COUNSELING, REPORTING EXPENSES OF: 06/92

1. The Budget and Accounting Section shall be notified as soon as possible, if there is any
psychological or psychiatric examination, treatment, or counseling session that could incur expenses
against the department.

2. An authorized list of psychiatric and psychological practitioners is available in the Personnel Unit.

2.06.035
NON-DUTY RELATED TREATMENT OR COUNSELING: 06/06

1. Supervisors may refer members to the King County Employee Assistance Program which provides
counseling and referrals for treatment to County employees and their families.

a. Any treatment or counseling records are strictly confidential and not subject to disclosure.
b. KCEAP employees will not be required to testify in administrative proceedings against
members who have sought their assistance.

If a member is referred by a supervisor, the initial appointment is allowed on department time.
Members may also seek the assistance on their own.
See EMPOYEE ASSISTANCE PROGRAM (GOM 2.08.035).

PN
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2.07.000 DEATH OR SERIOUS INJURY NOTIFICATION

2.07.005
NOTIFICATION PROCEDURE: 01/11

The following notification procedures shall be carried out if any member dies or has sustained an injury
requiring hospitalization (admitted or checked at the Emergency Room).

1. All pertinent information shall be orally communicated to the on-duty Communications Center
supervisor by any member having first-hand knowledge of the death or injury.

[ ] The radio should not be used for this purpose unless no other method of communication
is available.
2. The Communications Center supervisor shall make the proper notification to the CDO and the
affected Division Commander.
3. The affected Division Commander or CDO shall notify the Chief Deputy.
4, The Chief Deputy will notify the Sheriff as needed.
5. If the incident occurred on-duty, the immediate supervisor of the person who has died or has

been seriously injured shall:

a. Ensure that the family is notified.

| It is preferred that another supervisor and a deputy who is a friend of the family
make the notification.

[ ] Unless there is an extreme circumstance, this notification shall NOT be
made by telephone.

[ ] The immediate supervisor shall arrange transportation and other aids that the
family may need during this period.

[ | Contact the Department's Personal Assistance Team (PAT) for assistance (Refer

to G.0. 2.09.000).

b. If a deputy has died follow the guidelines in the Line of Duty Death Manual. The manual
can be accessed in the Human Resource section on the Sheriff's Office intranet page at:

http://sheriff/Personnel/index.htm

2.07.010

ASSISTANCE TO THE FAMILY: 06/06

1. The Division Commander of the affected member shall select a member as a liaison between the
department and the family.

2. In the case of death, the Technical Services Division Commander shall select a member to assist the
family in completing necessary forms.

3. If a department funeral is requested by the family and approved by the Sheriff, the department

funeral shall be coordinated by the Special Operations Section.

2.07.015
DEATH OF RETIRED DEPARTMENT MEMBERS: 06/06

Members receiving information regarding the death of a retired department member may contact the
Sheriff's Executive Staff Assistant by telephone during business hours (0800-1630, M-F) or in writing via
chain of command.
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2.07.020
REQUESTS FOR EMERGENCY NOTIFICATIONS: 04/09

When dispatched, deputies will notify the next-of-kin in the event of a death, imminent death or serious
injury of a person. These notifications are “crises” service calls and deputies may take any reasonable
action to assist the person being notified. These may include:

1. Transportation.
2. Phone calls.
3. Chaplain services etc.
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2.08.000 PERSONNEL ASSISTANCE

2.08.005
POLICY STATEMENT: 10/04

It is the policy of the King County Sheriff that trained Sheriff's Office personnel and licensed mental health
professionals are available to assist members involved in a traumatic incident or other duty related personal
crisis.

2.08.010
GENERAL DEFINITIONS: 10/07

For the purposes of this and the Personal Assistance Team policy.

“Administrative Leave” means when a member is placed on administrative leave with pay and benefits
because of a traumatic incident, or during an investigation involving the member’s conduct or his/her
ability to perform essential functions of his/her job, and it is determined that circumstances exist that
make the immediate removal of the member in the best interests of the member and the Sheriff's Office.
Such leave is not a disciplinary action and is not subject to appeal.

“Critical Incident Stress Debriefing” (CISD) means a meeting of only those members, on scene,
Emergency Responders, and Communications Center personnel directly involved in a traumatic incident
with a mental health professional and assigned PAT members.

“Defusing” means a meeting (within eight (8) — twelve (12) hours of incident) of personnel who are at the
scene of a critical incident, allowing the PAT members to provide procedural and health related information
and assess the need for additional services (i.e. recommend a CISD as necessary).

“Fitness for Duty Evaluation” means a Sheriffs Office ordered psychological examination with an
approved Psychologist to resolve any questions regarding a member's fithess for duty.

“Mental Health Professionals” (MHP) means a licensed professional who holds at least a Masters Degree
in a behavioral science such as psychology or clinical social work, with an emphasis on counseling, crisis
intervention and traumatic stress education.

“Personal Assistance Team” means a group of trained members who volunteer to assist other members
who have been involved in a critical incident on duty.

“Psychologist” means a doctor of psychology, primarily focusing on testing and evaluating and clinical
assessment responsible for Return to Work and Fitness for Duty Evaluations.

“Return to Work Interview” means an interview with the psychologist to determine if a deputy is ready to
go back to work after a critical incident experience. (This is not a Fithess for Duty Evaluation).
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2.08.015
PERSONAL ASSISTANCE, GENERAL: 01/11

1.

Personal Assistance Team (PAT) members who are called upon to assist shall maintain a role of
procedural advisor, peer support person, and confidant.

[ ] PAT Members directly involved in the situation shall not be expected to perform the
defusing service.

2. The assistance shall not interfere or conflict with those administrative procedures such as:
debriefings, investigations, review boards, assigned meetings, etc.
3. Personnel available to assist members include, but not limited to:
a. The Sheriff.
b. Chief Deputy.
C. The member’s supervisors and command staff.
d. The Sheriff's Office legal advisor.
e. The Sheriff's Office Equal Employment Opportunity Coordinator (EEOC).
f. Mental Health Professionals contracting with the Sheriff's Office; (i.e., psychologists,
MHP’s).
g. The member’s Union or Guild.
h. Personal Assistance Team members.
[ ] List shall be posted at each work site.
i. Department Sheriff's Office chaplains.
[ | List available in Communications Center.
j. Communication Center staff.
k. Any Sheriff's Office member.
2.08.020

DEPARTMENT MEMBERS INVOLVED IN A CRITICAL INCIDENT: 12/10

1.

Members, in the line of duty, involved in a critical situation that results in death or critical injury shall
be placed on paid administrative leave or assigned administrative duties by the on scene
Commander.

[ | This policy does not include Comm Center Staff.

Any member(s) involved in a shooting or as the primary member in any other type of critical incident
resulting in serious injury or death, shall be required to see an approved MHP as soon as possible,
not to exceed the seventy two (72) hour window after the incident, for an individual confidential
stress debriefing.

The MHP will work with and recommend to the employee a course of action; (i.e. counseling) and
will verify attendance to the Sheriff's Office and coordinate with the psychologist as necessary.

A CISD will be conducted after the affected members have provided their compelled statements to
their bargaining unit representative.

] This will occur as close to the seventy two (72) hour window as possible.
Within seven (7) days of the incident the Personnel Unit and affected member’s Precinct/Section
Commander will coordinate with an approved Psychologist for a Return to Work Interview for the

member.

[ ] This is not a Fitness for Duty Evaluation.
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6. Deputies shall remain on administrative leave/duties until they have been to an approved
Psychologist for the Return to Work Interview.
[ | The psychologist, the member and the member's Captain, or above, will coordinate an
acceptable return to duty date.
7. Members who are seriously hurt in the line of duty shall be required to see an approved MHP for a
confidential, individual debriefing within seven (7) days of the injury or as soon as physically able.
[ ] This is not a Fitness for Duty Evaluation.
8. Members involved in a critical incident which may not involve a death or serious injury, may be
required to attend an individual or group debriefing.
[ ] This will be determined by a Captain or higher.
9. Members are encouraged to ask for assistance after any duty related critical incident occurs.
2.08.025

CRITICAL INCIDENT STRESS DEBRIEFINGS: 10/04

1.

Critical Incident Stress Debriefings (CISD) are conducted to provide support, answer questions and
help employees. The purpose of the CISD is to mitigate the effects of being involved in
traumatic or critical incidents, and enhance recovery.

[ ] There will be no documentation made during these debriefings.

A Captain, or higher, with the input from the Personal Assistance Team, on scene supervisors and
other members will evaluate critical incidents to determine if a CISD is necessary.

u Other factors include the nature of the incident and visible or reported reactions of
personnel at the scene or during the defusing.

Stress debriefings are mandatory when a member is directly involved in an incident that results in
serious injury or death, or any life threatening critical incident. Stress debriefings can occur in
conjunction with tactical debriefings. These include, but are not limited to:

Shootings.

Pursuits.

Rescue attempts.

Suicide of a co-worker.

Accidental or homicidal deaths of children.
Death or serious injury to co-workers.
Deputy taken hostage.

Deputy is shot at, or held at gunpoint.

Se~oo0oTo

Stress debriefings are recommended when members are involved in incidents that include, but are
not limited to:

Multiple victims.

Gruesome crime scenes.

Suicides.

An inordinate amount of press coverage.

oo oo
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5. Some situations may require an evaluation on an individual basis. For various reasons a “critical
incident” may have different meanings to different people. Stress debriefings should be
recommended/approved for any members who are affected by an incident for reasons other than
the incident itself. This can be done one on one with a MHP. Some of those reasons could be, but
are not limited to:

a. An unusual amount of media attention or negative publicity.

b. A trauma in the employee’s personal life which effects their reaction to an incident on the
job.

C. An excessive accumulation of stressful events.

d. To help avoid Post Traumatic Stress reactions.

6. If a Stress debriefing is warranted a Captain will approve the meeting and coordinate the
scheduling of it in the recommended time frame, including weekends and holidays.

a. The stress debriefings should be scheduled as close to the seventy two (72) hour window
as possible.
[ ] Preferably not prior to twenty four (24) hours. (Timeliness is Important!)

b. Stress debriefings should take place after deputies have provided compelled statements to
the Guild.

7. An updated list of available approved MHPs will be maintained by the EEOC in the Personnel Unit
and distributed to the Communications Center and the PAT coordinator as changes occur.

8. Critical incident debriefings will be scheduled in a neutral setting free from distractions, with an
approved MHP and assigned PAT members.

9. All members directly involved in the incident are required to attend.
| Other Emergency response personnel from the scene can be invited to attend.

10. Members, including administrators and supervisors not directly involved in the incident, family
members and friends are not to attend the critical incident debriefing.

u Other debriefing sessions may be arranged as necessary.

11. Debriefings are totally confidential, there will be no notes taken, no recordings made and no oral
or written summaries reported to any administrator or other members regarding what was said in
the debriefing.

12. Within one week of the debriefing sessions the PAT leader will submit a brief report to the PAT
coordinator to provide a centralized log of when the debriefing was done, by whom, regarding what
incident and the number of personnel that attended.

2.08.030

OTHER COUNSELING/SUPPORT OPTIONS: 07/99

1. Members identified at the CISD, or self referred as needing individual “follow-up” may receive one
counseling session with the MHP for a clinical assessment and supportive services at the
department’s expense.

2. After meeting with an MHP in an individual stress debriefing the member may elect to follow-up with

the MHP for one counseling session for clinical assessment and/or support at the department’s
expense.
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3. Members, family members or members of the community who are affected by a critical incident
involving the KCSO but were not directly involved, may seek assistance from the following
organizations:

a. King County Emergency Medical Services have a team of debriefers who can be accessed
for defusing and debriefing services on site.
] They are a broad-based team who focus on all personnel in emergency services.

b. The American Red Cross (Disaster Mental Health Services) also has a team of debriefers
who volunteer their services, particularly in situations of a crisis in the community.

4. Members shall schedule these debriefings as necessary.

2.08.035

EMPLOYEE ASSISTANCE PROGRAM: 07/99

1.

wnN

The King County Employee Assistance Program provides counseling and referrals for treatment to
County employees and their families.

a. Any treatment or counseling records are strictly confidential and not subject to disclosure.
b. KCEAP employees will not be required to testify in administrative proceedings against
members who have sought their assistance.

KCEAP can be reached at the main number is (206) 684-1556.

The “Making Life Easier” program, part of the KCEAP provides up to eight (8) sessions of free
counseling to County employees and their families. 1-888-874-7290

Members may be referred by a supervisor.

] If a member is referred by a supervisor, the initial appointment is allowed on department
time.

Members may also seek the assistance on their own.
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2.09.000 PERSONAL ASSISTANCE TEAM

2.09.005
POLICY STATEMENT: 10/04

The Personal Assistance Team (PAT) is made up of Sheriffs Office members who have been trained to
assist other members immediately following a critical incident. They are called out to advise and provide
peer support to fellow members and their families who have been involved in a critical incident.

2.09.010
PERSONAL ASSISTANCE TEAM (PAT) ORGANIZATION: 10/04

1. PAT is a volunteer group of members who are willing to devote their time to receive the necessary
training to assist members involved in a critical incident during the performance of their official
duties.

2. PAT members work with the impacted member, the Sheriff's Office Administration, the Guild or
Union and the Mental Health Professionals (MHPs) as a liaison.

3. The PAT members’ primary function is to provide peer support to the member until they return to
regular duty.

4, The PAT coordinator is responsible for:

a. Maintaining a team of trained and enthusiastic members.
b. Coordinating training sessions.
C. Keeping track of member’s work and vacation schedules, current addresses and phone
numbers.
d. Oversight of overall team effectiveness and program organization.
2.09.015

PAT SERVICES PROVIDED: 10/04

In coordination with the affected member’s chain of command, PAT provides, but not limited to, the following
services:

1. Assist the affected member as soon as possible, let them talk about what happened, attend the
group debriefing and other meetings as allowed to provide support.
2. After the defusing and/or debriefings, may make recommendations to the MHPs regarding
employees having a particularly difficult time emotionally.
3. Provide member/family with information regarding the steps of the following procedures:
a. Meeting with the Guild/Union attorneys.
b. Meeting with MHPs.
C. CIS Debriefings.
d. Technical debriefings.
e. Investigation of incidents.
f. Worker's compensation issues.
g. Inquest procedures.

4. Obtain current information and updates, regarding the facts of the incident, the current status of the
procedures, the deputy's condition (if a deputy was hurt) and conduct short informational meetings,
within eight (8) — twelve (12) hours, at various work sites as soon after the incident as possible.

5. Brief the MHP regarding the incident and pertinent information about a member’s reactions and their
concerns as needed.
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6. Coordinate with work site responsible for scheduling debriefings regarding who should be invited.
u Other emergency response or law enforcement personnel when appropriate.

Arrange for notification and transportation of family members if necessary.

Protect the member from media bombardment.

Coordinate assistance for family members to have counseling.

0. Remain with member as long as reasonably necessary to provide support and follow-up support
as necessary.

= ©®N

2.09.020
PERSONAL ASSISTANCE TEAM MEMBER REQUIREMENTS: 10/04

1. All PAT members are required to attend and complete the initial training, any follow-up training
and team meetings.

a. Members must attend training sessions to meet State peer/counseling confidentiality
requirements.
b. Failure to attend required training may be grounds for removal.
2. All PAT members are required to maintain strict confidentiality as outlined in their training, and
adhere to all of the guidelines taught to them during training.
3. All PAT members must be willing to commit to at least one year of service and will be required to

sign a letter of commitment each year.

2.09.025
UNIT SCHEDULING: 07/99

A schedule shall be maintained of every PAT member, to fill this position on a monthly rotation.

1. The duty shall begin the first day of each month and run until the last day of each month.

2. Compensation for call-outs shall be as defined by the current collective bargaining agreement(s).

3 The PAT Unit coordinator shall ensure that a team roster and duty schedule shall be published in
the GIB as needed.

4. The PAT duty roster shall be maintained by each commander and the Communications Center.
a. Changes and substitutions are allowed by mutual consent.
b. Written notification must be made to the PAT Unit coordinator and Communications Center

regarding any change.
2.09.030
NOTIFICATIONS: 10/04

All four (4), a team leader and three (3) members, of a PAT will respond to an incident in order to best serve
the needs of the affected deputy(s).

1. The patrol supervisor shall request a PAT response when any of the following occur:

a. Death or serious injury by any means to any deputy/police officer.
b. Serious injury or death of a citizen by police action.
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[ ] Pursuits.
] Deputy involved shootings.
C. Traumatic Incidents.
u Suicide of a co-worker.
] Deputy shot at or taken hostage.
2. The patrol supervisor may request a PAT response if any of the following occur:
a. Multiple victims.
b. Gruesome crime scenes.
| Specialty Unit Supervisor's should pay attention to their personnel and how they
are dealing with multiple scenes over time.
C. Inordinate amount of press coverage.
d. Rescue attempts.
e. Deaths of children.
f. If requested by any first responder.

3. The Communications Center supervisor may act as the patrol supervisor designee if requested by
any supervisor and shall be responsible for PAT notifications if they know of the above listed
incidents.

u The Communications Center supervisor can request any on-duty PAT member to respond
to an incident.

4. The PAT leader shall ensure that immediate notifications are made as appropriate, which may
include the following:

a. A second PAT response.
b. MHP's.
C. Appropriate family members.
d. Requested co-workers.
e. Chaplain’s
2.09.035

TEAM RESPONSIBILITIES: 10/04

Each PAT member shall:

1.

2.
3

Contact the Communications Center within three (3) days of the first of their designated call-out
month and conduct pager test with Communications Center supervisor.

Ensure correct names appear on the roster for PAT duty in the Communications Center.

Upon any major incident, confer with the affected patrol supervisor and/or Specialized Unit
Commander to determine if additional PAT personnel are required.

| If the first member of a PAT determines that no additional personnel are necessary, they
can cancel the rest of the team.

Upon arrival at the scene, the PAT Leader shall assess and monitor the incident and coordinate
with on-duty supervisors and Precinct Administration to:
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a. Work with the Guild and become a liaison for the involved deputy(s) if necessary.
b. Identify the affected deputy(s) and provide any assistance required.
C. Assign individual PAT members to each affected employee.
d. Complete Peer Support Confidentiality form for each employee.
u Signed by a Captain or above.
2.09.040

FOLLOW-UP: 10/04

1. Within five (5) days following a call-out, the PAT leader shall contact the PAT Unit coordinator and
provide information regarding the team’s response. This information shall include and be limited to:

a. Date, time and place.
b. Who responded.
C. Type of incident.
d. Duration of call-out.
e. Services recommended/provided.
2. Each team shall attempt to make follow-up contacts with the affected personnel by five (5) days, two

(2) weeks and one (1) month after the incident.
[ ] Additional contacts as deemed necessary.

3. In the event of an inquest hearing, assigned PAT personnel shall assist deputies and their families
throughout the process.

2.09.045

UNIT COORDINATOR RESPONSIBILITIES: 10/04

The PAT Unit coordinator shall be appointed by the Commander of Patrol Operations, and report to
the PAT manager.

1. The Unit coordinator is responsible for updating the PAT roster and duty schedule.

a. Provide to the Communications Center, PAT Unit liaison and all Precinct Commanders and
individual PAT members.

b. Publish a GIB update as needed.

2. After receiving information regarding a PAT call-out, maintain a running log and provide a semi-
annual recap to the Commander of Patrol Operations via the chain of command.

3. Coordinate quarterly training dates.

4. Act as a liaison with the Sheriff's Office, MHP's, and the EEOC.

2.09.050

PROGRAM MANAGER RESPONSIBILITIES: 07/99

The Unit liaison will be appointed by the Commader of Patrol Operations and should hold the rank of Major.
They will be responsible for the following:

1. Reviewing equipment and training requests.
2. Ensuring that the Sheriff's Office needs and the PAT Unit policies do not conflict.
3. Review all complaints by members regarding the actions of a PAT member.
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2.09.055
TEAM RESPONSE PROCEDURES: 10/04

1. CALL-OUT PROCEDURES
a. A current PAT personnel list shall be maintained at the Communications Center.
[ ] Updates and changes shall be immediately provided to the Communications

Center by the PAT Unit Coordinator/designee.

b. Individual PAT teams shall be on an on-call monthly rotation which follows the CDO
format.
| A GIB will be published annually showing which teams are on call and which

team will be the backup on a monthly basis.

C. The on-duty supervisor shall be responsible for initiating a call-out.
] An individual deputy can request for a PAT response from his supervisor.
d. The Communications Center shall send out a Group Page regarding any call-out.
| The Communications Center shall attempt to contact the Team Leader if there is

no response to the group page.
e. The Team Leader will be responsible for calling their individual team members.

u On-call and back-up Team Leaders shall make contact during incident regarding
possible use of second team and or individual members

f. PAT members cannot respond to PAT call outs involving personnel in their chain of

command.
2. TEAM ASSIGNMENTS

a. PAT teams shall be made up of four (4) members who will respond together to a scene.

[ | The first team member arriving can determine if any additional teams should
respond.

b. During a Major Incident the PAT Unit Coordinator will be notified and may initiate ICS
plan for PAT response.

C. Team assignments will be made on the following criteria:
[ ] At least one member who has been involved in a critical incident.
u One member from each geographic area.
] At least one female/male on each team.
[ ] People who can work together.
] Members from various work sites are preferred.

d. When a member of the team will be on vacation or unable to respond to calls during their
call-out month, they are required to notify their Team Leader and the Communications
Center.
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3. TEAM LEADER RESPONSIBILITIES
a. Each team will have a Team Leader.
b. The Team Leader will be responsible for notifying the PAT Unit Coordinator within twenty
four (24) hours regarding a response.
C. The Team Leader shall also be responsible for ensuring that one of the MHPs is notified
and briefed regarding the incident.
d. Team Leader is responsible for sending a synopsis of the event/PAT response to the Unit

Coordinator
4, ON SCENE ACTIONS

Upon arriving on the scene Team Members shall, in coordination with the CDO or Precinct/
Section Commander, ensure the following occurs:

Determine which deputies are directly involved in the incident.

One PAT member will be assigned to each involved member.

Complete confidentiality release for each assigned PAT member.
Determine perimeter deputies to be contacted and diffused at the scene.
Contact On-Scene Commander to determine need for CISD'’s, etc...
Provide self-care literature to all deputies on-scene.

~0oao0op

5. FOLLOW-UP CARE

a. The Team Leader/designee shall contact and brief a department MHP and the Unit
Coordinator within twenty four (24) hours of the incident.

b. A team designee shall coordinate with the Precinct Administration regarding CISD date,
time and location.

] This information will then be passed on to the rest of the team members and the
assigned MHP.

C. Team designee shall provide a written memo/e-mail to the Unit Coordinator regarding the
incident.

d. If a CISD is warranted this can all be done together as long as it is completed in a timely
manner.

6. ASSIGNED MEMBERS

After a PAT response the Team Members shall:

a. Maintain regular contact with the affected employee(s) until the CISD is complete.

b. Provide weekly contact for one (1) month.

C. Make follow-ups as appropriate which may include during the inquest and/or any ftrial
dates.

d. Determine the need for additional department, MHP and/or Family support.

e. Provide feedback at quarterly meetings.
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7. CISD RESPONSE

Assigned PAT members will be used to assist the MHP’s at the CISD. PAT members:

a. Will assist in room set-up and arranging for snacks.

b. Are expected to introduce themselves, the MHP and set the ground rules for the
debriefing.

C. Are expected to monitor the group and look for concerns.

d. Will accompany anyone who must leave the group.

8. INQUEST HEARINGS

a. One PAT member will be assigned to work with the courts and involved members and
their families during an Inquest hearing.

b. The assigned PAT team member shall:
] Request assistance from additional PAT members as deemed necessary.

[ ] With approval of the PAT manager.

u Maintain contact with the Family Assistance Unit.

[ ] Update the Unit Coordinator with the status of the Inquest.
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2.10.000 CHAPLAINCY:

The Chaplaincy is a volunteer program designed to assist department members and their families or crisis
victims by providing services of either a social or spiritual nature. Chaplains are non-denominational and
offer a wide range of services upon request.

2.10.005
CHAPLAINCY, EXTENT OF SERVICES: 06/92

Chaplaincy services are available throughout King County for:

1. Any department member and their immediate family.

2. Crisis victims in King County identified or served by department members.
3. Other public agencies requesting assistance through the department.
2.10.010

CHAPLAINCY, SERVICES OFFERED: 06/92
Chaplains may be of assistance, but not limited to:

Called to the scene of a traumatic incident.

Follow-up assistance to victims of crisis.

Counsel either individuals or families experiencing stressful situations.

Referral or resource assistance.

Officiating at department events.

Training for crisis intervention.

Notifying next-of-kin in death or serious injury incidents.

Organizing and conducting events designed to enhance morale and well-being of either department
members or families.

Other functions deemed appropriate by the department.

ONODOTAWN =
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2.10.015
CHAPLAIN AVAILABILITY: 06/92

A Chaplain may be contacted through any of the following means:

1. Pager through the Communications Center.
Direct contact with a department chaplain of your choice.

| A list of chaplains shall be available at all the major worksites, which will maintained and
updated by the Chaplain Coordinator.

3. Through the office of the Chaplain Coordinator.

2.10.020

CHAPLAIN CONFIDENTIALITY: 06/92

1. Chaplains have confidential status as defined in RCW 5.60.060 (3).

2. Conversations between the chaplain and department members shall not be included in any
personnel files.
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2.11.000 MASTER POLICE OFFICER PROGRAM

2.11.005
POLICY STATEMENT: 03/99

The MPO Program recognizes and rewards those deputies who have consistently demonstrated superior
knowledge, skill, professionalism, and training ability. Master Police Officers act as trainers and role models
for officers. The MPO Program is, by definition, closely linked to the Department's Police Training and
Evaluation (PTO) Program.

2.11.010
MPO RESPONSIBILITIES: 03/99

MPQ's shall:

1. Perform regular patrol duties within the Patrol Operations Division unless otherwise directed by a
higher authority or as needed in the absence of a higher authority;

[ | MPO status is not a rank (see G.O. 1.03.020).

2. Assist in the training of Deputies in Phases Il and Il of the Police Training and Evaluation Program
and make periodic reports regarding those deputies' proficiency.

a. An MPO must be a Police Training Officer (PTO) in good standing at time of appointment.
b. If a Deputy has not trained a recruit in the past twelve (12) months, the Precinct PTO Board
shall determine PTO status prior to the interview.

3. Make decisions in the absence of a supervisor or in emergencies.
a. An MPO is, by definition, the deputy in charge at the scene.
b. An MPO is not part of the chain of command.
C. During temporary absences of a supervisor, an MPO may be given command if no other

supervisor is available.

[ ] Temporary absences may include court attendance, meetings, medical
appointments, and the like.

4. Perform duties as directed by a supervisor.

5. Be trained in administrative duties necessary to run a shift during a sergeant's absence.
[ ] An MPO shall not have regularly-assigned administrative duties.

2.11.015

DESIRABLE QUALIFICATIONS: 03/99
Master Police Officers should:

Demonstrate commitment to the Sheriff's Office mission, vision, goals, and core values.
Demonstrate commitment to Community-Oriented Policing and Problem-Solving (COPPS).
Demonstrate leadership.

Demonstrate excellent judgment.

N =
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5. Demonstrate above average initiative.

6. Have above average ability in oral and written communications.

7. Demonstrates above average knowledge of laws, policies and procedures.

8. Have good organizational skills.

9. Promote harmonious relationships with other department members and with the public.
10. Be above average in presence, dress, courtesy, and emotional control.

11. Show ingenuity and adaptability.

12. Demonstrate resource management ability.

13. Have good attendance record.

2.11.020

ELIGIBILITY REQUIREMENTS: 03/99
The Master Police Officer candidate shall:

1. Have completed three (3) years of continuous service as a deputy with the King County Sheriffs
Office with three (3) years experience as a uniformed deputy in the Patrol Operations Division;

a. One year of uniformed patrol experience with another law enforcement agency may be
substituted for one (1) year of King County Sheriffs Office experience, with the concurrence
of the Commander of Patrol Operations.

b. Previous patrol experience must be similar in activity to KCSO patrol duties.

Be a certified Police Training Officer with at least one (1) year's experience as a PTO.
Not have received a disciplinary action amounting to time off without pay, or have been reduced from
the designation of MPO within the last year before application for the position.

wn

[ | Any sustained complaint shall be reviewed carefully by the Precinct Commander.

4. No written reports or routine evaluations documenting improvement needed or unsatisfactory
performance of duties.

[ ] Evaluations and/or reports documenting "Improvement Needed" in any category shall be

reviewed carefully by the Precinct Commander.

2.11.025
APPLICATION PROCESS: 03/99

1. Only those deputies willing to accept an assignment to a current MPO position should apply.
. Only members currently certified as a Police Training Officer may apply.
3. Transfer requests (KCSO Form #P-113) shall be submitted via the chain of command to the Precinct

Commander who has advertised to fill an MPO vacancy.

| With Form #P-113, applicants must submit a written resume and three (3) Letters of
Recommendation, one of which shall be from a supervisor of the rank of sergeant or higher.

4. The applicant's Precinct Commander shall approve or disapprove the application.

[ ] If disapproved, the Precinct Commander shall advise the applicant of the reasons for
disapproval in writing within five (5) working days.
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5. The Commander of Patrol Operations shall forward approved application packets to the Precinct
Commander for the scheduling of Precinct MPO interviews.

[ ] If disapproved, the Commander shall advise the applicant of the reasons for disapproval

within ten (10) working days.

2.11.030
PRECINCT MPO INTERVIEW PANEL PROCEDURES: 03/99

1. Precinct Commanders shall convene MPO Interviews whenever there is an MPO vacancy to be
filled.
[ ] Additional appointments can be made from the candidates interviewed for a period not to

exceed ninety (90) days.

2. Candidates submitting approved applications shall be invited to appear before a Precinct MPO
Interview Panel.

[ ] Overtime is not authorized.
3. The Precinct MPO Interview Panel should consist of the following personnel.

Precinct Commander.

Precinct PTO Captain.*

Precinct Phase Il Sergeant.*

Precinct MPO - rotating.

PTO coordinator - The PTO coordinator should be used in an advisory capacity.*
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* Required to be present to conduct an MPO interview panel.
4. In evaluating candidates, the Precinct MPO Interview Panel shall consider the following areas:

Appearance, demeanor, and oral communications.
Knowledge of department policies and procedures.
PTO experience.

Prior MPO experience.

Specialty Unit experience and educational level.
Supervisor and peer evaluations.
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2.11.035
APPOINTMENTS (GENERAL): 03/99

1. When an MPO vacancy occurs or is anticipated, the affected Precinct Commander shall have the
vacancy announced in the GIB with a deadline for applications.
2. Any deputy or current MPO meeting the eligibility requirements shall forward a resume and Transfer

Request Form (KCSO #P-113) to the affected Precinct Commander, stating they would accept the
position if offered.

3. No less than fifteen (15) days after the deadline for applications, the affected Precinct Commander
shall schedule candidates for their interview times.
4. The Precinct Commander shall then forward the name of the preferred candidate(s) to personnel via

the chain of command.
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2.11.040
APPOINTMENTS (CONTRACTUAL AND PROVISIONAL): 03/99

1.

Special MPO positions may be designated via contracts with other agencies, such as school districts
and contract cities.

] Such appointments must be specifically designated in the contract language and will not be
involved in the PTO program.

2. Appointments to these positions do not need to be made by means of a formal MPO interview
process.

3. Strong PTO's may be appointed as provisional MPO's in the event of a temporary absence of a
current MPO.
] Examples include, but not limited to, extended military or disability leave.

4. Personnel who have received special MPO appointments shall not maintain their MPO status when
they leave the position or when the contract is ended.

2.11.045

REMOVAL: 03/99

The following criteria are grounds for revocation of MPO status:

1.

Any documented violation of department rules or regulations resulting in time off without pay.

| Any sustained complaints shall be reviewed carefully by the Precinct Commander.

2. Any written report or routine evaluation substantiating improvement needed or unsatisfactory
performance of duties.

3. Refusal to train Phase Il or Phase Ill Student-Deputies.

4. Removal (voluntary or mandated) from PTO status.

2.11.050

COMPENSATION: 03/99

1.

2.

Master Police Officers receive "premium pay" as described in the current Collective Bargaining
Agreement.

MPQ's acting as the supervisor for an entire shift shall be compensated at the beginning sergeants'
salary rate per the current Collective Bargaining Agreement.

[ ] An MPO acting as a supervisor for an entire shift shall submit an Officer's Report to the
Payroll Unit via chain of command documenting the assignment.

Provisional MPQ's shall be selected by the Precinct Commander and so designated by personnel
orders via the chain of command.

[ ] A Provisional MPO shall receive the top salary step plus "premium pay" while assigned
Phase Il Student-Deputies.
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2.12.000 SHERIFF RESERVE PROGRAM

2.12.005
POLICY STATEMENT: 03/13

It is the policy of the Sheriff's Office to establish and maintain a volunteer Sheriff Reserve Program to
enhance basic law enforcement services to the areas it serves. The Sheriff Reserve Program is intended to
assist the department in the delivery of quality service to meet the diverse needs of the people living in King
County.

2.12.010
ORGANIZATION: 03/13

1. The Reserve Program falls under the Division of Patrol Operations.
The Reserve Program consists of the following:

North Detachment
Southeast Detachment
Southwest Detachment
Special Operations
City of Maple Valley
City of Sammamish

@~oouoTp

2.12.015
MINIMUM QUALIFICATIONS: 06/92

Reserve deputy candidates shall meet the same requirements as a regular deputy candidate.

2.12.020
CONFLICT OF INTEREST: 06/92
1. Persons who have occupations that conflict in any way with police duties shall not be accepted.
[ ] The Chief of the Patrol Operations Division may grant an exception if it is in the

department's best interest.

2. Some examples of jobs that conflict with police duties include, but are not limited to:
a. Merchant patrol officer;
b. Private security officer;
C. Bill collector;
d. Private detective;
e. Bartender;
f. Police officer of another agency;
g. Ambulance or towing company employee;
h. Process server;
i. Attorney.
3. A Reserve deputy candidate may apply for an exception by writing to the Chief of the Patrol
Operations Division.
a. Requests for exception shall include the name of the applicant's employer, the specific job
with a detailed job description and responsibilities.
b. Upon receiving the request, the Chief of Field Operations shall make a decision and advise

the requestor in writing within ten (10) working days.
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2.12.025
TRAINING: 03/13

Reserves shall satisfactorily complete the required training and comply with all requirements of the
department policies and procedures.

1. TRAINING PROGRAM:
a. Reserves shall successfully complete a CJTC approved reserve academy.
b. Following the reserve academy, reserves shall complete reserve deputy training as outlined
in the reserve deputy SOP.
C. Reserves shall complete twenty four (24) hours of in-service training and any other

mandatory training, such as EVOC, firearms, etc. as required for regular  deputies and be
given the opportunity to attend additional training offered by the department.

2.12.030

PERSONNEL RECORDS: 03/13

A personnel file shall be maintained on all reserves.

2.12.035

PERFORMANCE APPRAISALS: 03/13

1. Reserves shall receive quarterly performance appraisals during their probationary period.

2. Reserves shall then be appraised at least annually according to the alphabetical schedule for

regular performance evaluations per applicable guidelines in GOM 3.04.000.

[ ] These evaluations shall be recorded on a Reserve Deputy Evaluation by a Master Police
Officer or PTO following a minimum five (5) hours shift ride-along.

3. The original Reserve Deputy Evaluation and exemption reports shall be forwarded to the Personnel
Section via the Commander of the Patrol Operations.
4. Copies of Reserve Deputy Evaluation and exemption reports shall be maintained in the Department

Reserve Deputy’s files.

2.12.040

COMPENSATION: 06/96

1. Reserve deputies may not receive compensation for services from any agency of King County,
(e.g., Elections, Facilities, Parks, etc.)

2. Reserve officers may be paid for reasonable expenses incurred incidental to providing volunteer
services.

2.12.045

WORK REQUIREMENTS: 03/13

Reserves shall volunteer at least sixteen (16) hours of service per month and in accordance with the
Reserve Deputy SOP.

[ ] Exceptions may be granted by the applicable Precinct Captain.



King County Sheriff General Orders Manual __Chapter 2

2.12.050
REGULATIONS: 06/92

Reserves shall comply with all applicable department rules and regulations and are subject to discipline
under the rules and regulations.

2.12.055
OFF DUTY CONDUCT: 06/92

Reserves who are off duty shall not conduct themselves nor identify themselves as Sheriff's deputy except
in an emergency.

2.12.060
POWERS OF ARREST: 03/13

1. Reserves have the same powers of arrest granted to a regular deputy while on duty.
2. Reserves who are off duty or outside King County have no arrest powers outside of those of a
regular citizen.

2.12.065
RESERVE COORDINATOR: 03/13
1. Each work site shall designate sergeant, or another commissioned department member to act as
the Reserve Coordinator.
2. The Reserve Coordinator's shall ensure that:
a. Reserves are provided in-service training.
b. Any problems are addressed in a timely manner and brought to the appropriate
Commander's attention.
C. Coordination among Precincts is maintained.
d. Any claims for injuries or damages incurred by a reserve are processed as quickly as
possible.
e. A Monthly Time and Off Duty Employment Report (KCSO Form #C-178) is completed and
submitted to the Department Reserve Coordinator.
f. Coordination of reserve staffing, evaluations, and training requirements is maintained at the

reserve deputy’s work site.

2.12.070

RESERVE ASSIGNMENTS: 03/13

1. Reserves shall not be assigned a patrol district unless assigned to a contract city.

2. When reserves are on duty, the Precinct or contract city patrol supervisor shall supervise the
assignments for details as needed.

3. Assignments to other sections and/or units may be made as needed.

4. Reserves do not have to volunteer for, or accept, assignments that will cause loss of time from

employment or great personal sacrifice.

A reasonable amount of police activity is required from each active reserve.

Should temporary changes of employment hours prevent a reserve from accepting duties, a
temporary inactive status may be requested.

o o

[ ] Inactive status over ninety (90) days shall be approved by the Commander of Patrol
Operations.
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7. Reserves are expected to fulfill all assignments.

u Court appearance is mandatory and all reserves shall honor and comply with any court
subpoenas.

8. Should unforeseen circumstances prevent handling of assignments, reserves may be excused after
notifying the work site Reserve Coordinator.

9. Reserves who are continually absent or late are subject to dismissal.

10. The use of privately owned vehicles is prohibited.

2.12.075

UNUSUAL OCCURRENCE (UO): 06/92

Reserves may be used during a UO at the discretion of the Field Commander.

1. Reserves shall be used to augment the normal police function.
2. These duties should be limited to the more non-hazardous assignments. Examples:
a. Perimeter patrol.
b. Traffic control outside of the UO area.
C. Police patrol outside of the UO area.
2.12.080
EQUIPMENT: 06/92
1. Reserves shall be responsible for all equipment provided to them by the department and shall
report all defective equipment per GOM 8.08.000.
2. Reserves shall not install or carry any type of emergency equipment, department insignia, or other

such representation in or on private vehicles.

2.12.085
FIREARMS/USE OF FORCE: 11/08

1. Reserves shall carry firearms according to GOM 6.07.000.

2. Reserves shall qualify with their duty firearms in accordance with GOM 6.08.000.

3 Reserves shall receive the same training on the Sheriffs Office use of force policy as a fully
commissioned deputy.

2.12.090
UNIFORMS: 03/13

1. Reserves shall be issued applicable uniform items as described in the Reserve Deputy SOP.
Reserves shall not wear the uniform, or any identifiable part thereof, unless on an authorized
assignment.

[ | While en-route to and from their work assignment, reserve deputies shall cover their
uniform to avoid displaying it.
2.12.095
CHAIN OF COMMAND: 06/92

Reserves shall follow the chain of command when transacting any official business and shall report to the
Precinct Reserve Coordinator or, in his/her absence, the on duty sergeant.
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2.12.100

OFF DUTY EMPLOYMENT: 03/13

1. Reserves shall not work any off duty jobs in any law enforcement capacity for the first year of their
commission.

2. Reserves shall comply with GOM 4.01.000 (Off Duty Employment).
[ ] Failure to fulfill the sixteen (16) hour per month work requirement may result in the

revocation of a work permit.
3. Location and number of hours work shall be documented on the Monthly Time and Off Duty
Employment Record.
2.12.105
REPORTING HOURS WORKED: 03/13

Reserves shall report their number of hours worked during each month to the work site Reserve
Coordinator.

[ ] This also includes all off duty employment hours.
2.12.110
MEETINGS: 03/13
1. One (1) regular business/training meeting should be held each month.
2. All reserves shall attempt to attend the meeting.
a Reserves unable to attend shall submit a written excuse.
b. Unexcused absences from meetings may be cause for dismissal.

2.12.115
CHANGE OF ADDRESS, TELEPHONE NUMBER, OR EMPLOYMENT STATUS: 06/92

Reserves shall comply GOM 2.00.075 regarding change of address, telephone number or employment
status.

2.12.120
COURT WITNESS FEES: 04/99

1. Reserves are entitled to receive court witness and mileage fees as any other civilian witness.
2. Reserves shall notify the court clerk that they are a reserve, prior to attending court to enable them
to make out the necessary forms for payment.

2.12.125
TERMINATION: 03/13

Reserves may be terminated at any time by the Chief Deputy or the Commander of Patrol Operations upon
receipt of written recommendation and documentation from the reserve's work site Commander.
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2.13.000 COMMUNITY SERVICE OFFICERS

2.13.005
POLICY STATEMENT: 06/92

It is the policy of the Sheriff's Office to provide non-law enforcement services to the community that relieves
police officers of some tasks that do not require police legal authority.

2.13.010
ORGANIZATION: 06/92

The Community Service Officers (CSO) Unit falls under the Patrol Operations Division.

1. CSOs are assigned to precincts and shall be under the direction of the Precinct Commander.
2. CSOs are Civil Service, uniformed non-sworn department members.
2.13.015

POWERS OF ARREST: 06/92

CSOs do not possess the powers of arrest beyond that of the private citizen.

2.13.020
WEAPONS AND RESTRAINTS PROHIBITED: 06/92

1. CSOs shall not carry weapons, handcuffs, or other restraints while on duty or in uniform.
2. CSOs may carry a department issued chemical irritant.

] The department's "Use of Force" policy shall be followed when using a chemical irritant.
2.13.025

EQUIPMENT: 06/92

1. CSOs shall be responsible for all equipment provided to them by the department and shall report all
defective equipment per G.O. 8.08.000.
2. CSOs shall not install or carry any type of emergency equipment, department insignia, or other such

representation in or on private vehicles.

2.13.030
UNIFORMS: 06/92

1. CSOs shall be issued applicable uniform items according to G.O. 7.01.000 and comply with the
appearance regulations in G.O. 7.00.000.
2. CSOs shall not wear the uniform, or any identifiable part thereof, unless on an authorized

assignment or en route to or from such assignment.

| If wearing a uniform, the complete uniform shall be worn.
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2.13.035
CHANGE OF ADDRESS OR TELEPHONE NUMBER: 06/92

CSO0s shall comply with G.O. 2.00.075 regarding change of address or telephone number.

2.13.040
OFF DUTY EMPLOYMENT: 06/92

1. CSOs shall not work any off duty jobs that conflict with CSO duties.
2. CSOs shall comply with G.O. 4.03.000 (Off Duty Employment).
2.13.045

REGULATIONS: 06/92
CSOs shall comply with all applicable department rules and regulations.

u CSOs are subject to discipline under the department's rules and regulations.

2.13.050
TERMINATION: 06/92

CSOs are subject to applicable Civil Service rules regarding termination.
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2.14.000 POLICE EXPLORER PROGRAM

2.14.005
POLICY STATEMENT: 10/02

The Sheriff's Office, in conjunction with the Learning for Life, sponsors several Law Enforcement Explorer
Posts at police precincts and substations in King County. The Explorer Program is designed to provide the
youth of King County an opportunity to observe, learn, and participate in appropriate law enforcement
activities, community service projects, and to develop leadership and organizational skills.

2.14.010
MEMBERSHIP REQUIREMENTS: 06/92

Membership is open to persons:

1. Fourteen (14) to twenty one (21) years old.
u Applicants under the age of 18 require parental approval.
2. With good moral character.
[ | Persons with arrest or conviction records (including traffic offenses), or any information that

would prohibit employment in a law enforcement field are ineligible.

3. Maintaining at least a 2.0 cumulative grade point average ("C" average).

2.14.015
FEES AND PURCHASE OF UNIFORMS: 06/92

Explorers shall, at individual expense.

1. Pay an annual registration fee to Learning for Life.
[ ] Liability insurance coverage is included in this fee.
2. Purchase and maintain one (1) basic King County Police Explorer uniform as specified in the

Explorer Manual.
2.14.020
REGULATIONS: 06/92

Explorers shall comply with all applicable department rules and regulations, Police Explorer Manual, and
Post By-Laws.

| Explorers are subject to discipline under the department's rules and regulations.
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2.14.025

PROHIBITIONS AND RESTRICTIONS: 05/08

1. Explorers are not sworn deputies and do not possess the arrest powers beyond those of the private
citizen.

2. On duty explorers shall not carry weapons of any kind, chemical irritants, handcuffs, or other
restraints.

3. Explorers shall not identify themselves as police officers, nor shall they mislead the public into
believing they are anyone other than a Police Explorer.

4. Explorers are prohibited from volunteering more than eight (8) hours within a twenty four (24) hour

period without prior approval from a supervisor.

2.14.030
ORGANIZATION: 01/11
1. Explorer Posts are chartered by Learning for Life and must include at least six (6) active members.
2. The BSA established the following numerical designators for the department's posts:
a. Post 305 - Precinct 3
b. Post 306 - Precinct 2
C. Post 308 - Precinct 4
3. The leadership officers of each post are:
a. President
b. Vice-President
C. Secretary
d. Treasurer
4. Election procedures, qualifications, and duties are specified in the Explorer Manual.
5. The following rank insignia shall be worn by post officers on their collars as specified in G.O.
7.02.020:
a. President Gold Captain Bars
b. Vice-President Gold Lieutenant Bars
C. Secretary Gold Metal Sergeant Chevrons
d. Treasurer Gold Metal Sergeant Chevrons
e. Squad Leader Gold Metal Sergeant Chevrons
6. POST ADVISOR AND ASSISTANT:

A sworn department member shall serve as the Post Advisor and Post Advisor Assistant and shall
be responsible for the post's operations. Specific duties of the Post Advisor include:

Arrange for a meeting place for bi-weekly and other meetings.

Coordinate and schedule the Patrol Observer Program (Ride-a-long).

Interview, screen, and investigate the background of applicants for Explorer membership.
Annually renew the post charter with Learning for Life

Arrange transportation needs for department sanctioned Explorer programs.

Submit an annual report to the Sheriff about the post's activities and accomplishments.
Maintain a current roster and individual personnel files on all King County Police Explorers,
past and present.

h. Offer advice and guidance to the post membership that promotes leadership skills.
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10.

POST COMMITTEE:

a. Explorer posts shall have a Post Committee comprised of four (4) adult community
members who may or may not be Department members.
b. This committee, through a chairperson, shall:

] Advise and assist the Post Advisor.
[ ] Help acquire necessary resources.
[ ] Aid the post in special programs.

DEPARTMENT REPRESENTATIVE:

a. The Precinct Captain shall serve as the department's representative for the post(s)
sponsored by the precinct.
b. The department representative shall monitor the post's activities and assist the Advisor and

Post Committee with scheduling, coordination, policy problems, and counseling.
EXPLORER COORDINATOR:

The Explorer Coordinator is the Precinct Major who is responsible for the Explorer Program at the
precinct level.

CHARTER ORGANIZATION REPRESENTATIVE:
The Charter Organization Representative is either the Chief Deputy or the Commander of Patrol
Operations who ensures uniformity among the posts and represents the total King County Sheriff

Explorers Program to outside agencies and Learning for Life.

] The Chief Deputy shall be the final authority on all matters pertaining to the operational
procedure of all posts, with recommendations by the explorer major.

King County Sherif f
Explorer Post Structure

Charter Organization
Representative

| Explorer Coordinator |

Department
Representative

Post Committee Post Advisor
Chairperson and Assistant
| |
| Committee Member | | Post President |
| Committee Member | | Vice President |
|
| Committee Member | | Secretary |——| Treasurer

| Post Membership |
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2.15.000 VOLUNTEER PROGRAM

2.15.005
PURPOSE: 03/99

The King County Sheriff's Office Volunteer Program is committed to forming a working relationship between
citizens and the department; to enhance communication; to assist the department in the delivery of quality
service to meet the diverse need of the community.

2.15.010
MISSION: 03/99

The program mission is to make a positive difference in the community by providing a supplementary and
complimentary role to the department’s regular staff.

2.15.015

GOALS: 03/99

1. For the program - to break down barriers; and to open doors of communication between citizens
and the department.

2. For the volunteer - to provide an opportunity for a positive meaningful experience with growth and
knowledge and to experience a closer partnership with law enforcement.

3. For the department staff - to develop a trained pool of volunteers to assist various units, sections

and divisions within the department in providing enhanced public police services.

2.15.020
REFERENCE MATERIALS: 06/14

1. Each worksite should provide its volunteers with the following information and resources.

a. Chain of command — Organization Flow Chart.
b. Department phone list.
C. Department wide maps.

[ ] All contract city boundaries.
[ | All districts.

King County Government Listing.

FCR Codes and explanation.

Explanation of commonly used abbreviations (10-codes).
Basic Computer Access codes/directions and menus (CAD/SKID/XKMS).
Examples of work the volunteer might be asked to complete.
Local resources, names and phone numbers.

Local political individuals and groups.

Language bank and directions.

General Orders Manual.

Department SOPs.

King County/Metro phone directory.
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2.15.025
BACKGROUND: 03/99

Volunteer applicants, in accordance with GOM 2.00.025, shall:

1. Complete volunteer application and background form.
2. Successfully pass background check.
2.15.030

MINIMUM STANDARDS FOR ACCEPTANCE: 06/14

Volunteer applicants are held to the same standards as any KCSO applicant and fall under the same
automatic disqualifiers. A list of the Automatic Disqualifiers can be found on the Sheriff's Office web site.

2.15.035

VOLUNTEER WORK HOURS: 06/14

1. Volunteers are encouraged to work a minimum of ten (10) hours per month.
| Ten (10) hours a month is required to keep background status “active”.

2. A schedule will be set that works for both the volunteer and the unit/section/division coordinator.

3. Records will include dates of service, training, volunteer assignments, special projects completed,
evaluation of work and awards received.

4. Volunteers will sign in and out of the office each time they volunteer.

5. Records will be used for verification to receive recognition, to help find volunteer staff in an
emergency and to provide documentation for insurance coverage.

6. Records will be used in recommendations and personal recognition, career development

opportunities and for effective supervision of volunteers.

[ | Volunteers are entitled to review their records.

2.15.040
RESPONSIBILITIES: 03/99

All volunteers shall:

Not have any law enforcement authority.

Consider volunteering a serious commitment.

Accept the guidance and the decisions of the volunteer coordinator or assigned supervisor.

Maintain the dignity and integrity of the King County Sheriff's Office.

Perform tasks outlined to the best of their ability.

Observe the County’s rules and policies to the extent that such rules and policies apply to
volunteers.

Maintain confidentiality of any and all information learned through work at the King County Sheriff's
Office.
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[ ] Any information contained in records or received in personal communication will not be
divulged outside this agency and/or to other volunteers.

8. Be held to the same ethical standards as full time department employees.

9. Notify the volunteer coordinator at least four hours in advance when unable to work.
10. Maintain cooperative working relations with staff and fellow volunteers.

11. Wear an ID badge and appropriate clothing when reporting to work.
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12. Sign in and out on the volunteer log sheet for each shift worked.
13. Work within the scope of assigned duties and responsibilities.
14. Agree to a minimum time commitment.
15. Commit to the Sheriff’s Office Mission and Vision Statements.
2.15.045
DUTIES: 06/14
1. VOLUNTEER
a. Front desk reception duties, assists with special events, victim call-backs, filing, posting, pin
maps, newsletters, etc.
b. Access to computer files, data entry, assists with CAU, senior experience, etc.
3. SERVICE DONOR
a. One time event or project. i.e., designs a T-shirt, helps with special skill project.
b. The level of the background investigation needed will be done on a case by case basis.
2.15.050

FIREARMS: 03/99

Carrying of firearms/weapons while representing the department, as a volunteer, is prohibited.

2.15.055
IDENTIFICATION: 03/99

1. All volunteers will be issued an official county identification card, coordinated by Personnel.

2. Volunteers must carry and display this identification card while serving as a volunteer. Volunteers
are not authorized to wear or display the identification card during times when they are not directly
representing the department.

3. Jackets, shirts and other clothing items may be issued to or purchased by volunteers. These items
are considered official identification and are subject to the same restrictions as use of the official
identification card.

4. Volunteers may not use their status as a department volunteer to receive personal benefit, special
privileges or discounts.

2.15.060
COMPLIANCE WITH REASONABLE REQUESTS: 03/99
Volunteers are required to comply with all reasonable requests presented to them by their chain of

command.

2.15.065
FORFEITURE OF VOLUNTEER STATUS: 03/99

A volunteer’s status and position with the department may be forfeited for the following reasons:
1. Failure to successfully complete the responsibilities as assigned.

2. Violations of decorum as described above.
3. Services are no longer required.
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4. A volunteer’s status and position with the department will be forfeited for the following reasons:
a. Falsifying any statement on the volunteer application and background packet.
b. Reporting to work while under the influence of alcohol or drugs.
C. Releasing confidential information.
d. Committing a misdemeanor or felony at any time while in the volunteer program.
e. Conduct that places the integrity and effectiveness of the police department at risk.
2.15.070

SUPERVISION: 06/14

1.

It will be the responsibility of the unit supervisor to clearly and specifically notify the volunteer, in
writing, as to who will be his/her direct supervisor. Additionally, the first line supervisor will notify the
volunteer’s direct supervisor of the volunteer’s assignment to him/her.

The volunteer’s direct supervisor is responsible for;

a. Orientation/Introduction.
] Provide an introduction to the Department Organization. Facilities Tour,

Resources, Policy and Procedures, Confidentiality Agreement, Paperwork
Protocol, position expectations, equipment issue and use.

b. Background Investigation.
[ ] The background investigation is performed by the Background Investigations Unit.
[ ] Each location will be responsible for performing a list of checks at the direction of

background investigator.

C. Time Tracking.
] Direct supervisor ensures volunteer(s) documents type of work and amount of time
used.
] Direct supervisor compiles time documentation monthly and review it for

compliance with department’'s agreement(s) with labor organizations and/or labor
standards and reports discrepancies to unit supervisor.
] Direct supervisor maintains documentation files at work site.

Supervisory Order:

Chief.

Major.

Captain.

Sergeant.

Community Police Officer.
Volunteers.
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Department Organization:

Division.

Precinct.

City Police Organization.
Community Police Station.
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2.15.075
TRAINING: 06/14
1. Mandatory Training:
a. CPR.
b. Reception and Telephone etiquette.
C. Emergency v. Non-Emergency response.
d. Hazard Assessment.
e. Crisis Referrals.
f. Availability and Use of Resources.
g. Confidentiality of police records.
h. ACCESS Training.
2. Recommended Training
a. First Aid.
b. Citizens Academy.
C. Basic Police Report/Report Writing.
d. How Government Works.
e. Accessing Resources.
f. Prohibition against Providing Legal Advice.
3. Job specific training as required.
4. Lead Volunteer, special training
5. Other training as required.
2.15.080

TRAVEL AUTHORIZATION AND REIMBURSEMENT: 03/99

The department does not routinely authorize reimbursement or travel or other expenses incurred by

volunteers.

1.

Volunteers must work through their chain of command for approval from the appropriate Division

Commander.

2. After approval is given, volunteers are required to follow the same guidelines as outlined in GOM
4.02.000.

2.15.085

INSURANCE RISK MANAGEMENT: 03/99

1.
2.

All on-duty injuries shall be reported immediately to the person in charge or the on-duty supervisor.
All events involving on-duty police volunteers that result in damage or loss to department property
shall be reported immediately to the person in charge or the on-duty supervisor.
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2.16.000  AWARDS/COMMENDATIONS PROGRAM

2.16.005
POLICY STATEMENT: 02/14

It is the policy of the King County Sheriffs Office to publicly recognize extraordinary or otherwise
meritorious acts in a timely manner. The final determination for an award or commendation will be made
by the member’'s chain of command in accordance with the award criteria. Any member of the Sheriff's
Office may nominate another member for an award or commendation for an act or service that he or she
feels is deserving of recognition.

2.16.010
POLICY INTENT: 02/14

This policy is to speed the process by which members are recognized for outstanding work. Leaders at all
levels shall ensure that awards or commendations are not delayed due to extended vacations or other
absences by delegating approval/concurrence authority to subordinates in their absence.

2.16.015
ELIGIBILITY: 02/12

1. Unless otherwise noted all nominees must, at the time of the incident, have been current
members of the King County Sheriff's Office, been engaged in the performance of his/her duties
whether or not it was during the member’s work hours, and acted within the law.

2. Lower level interim awards may be presented until a final determination is made concerning a
higher award.

[ ] If a higher award is presented, the interim award will be rescinded.
3. Any of the awards may be bestowed posthumously.
2.16.020

COMMENDATION PROCEDURES: 02/14

1. Shortly after a notable event, the nominator shall complete a “Commendation” entry in Blue Team
and forward it through the nominee’s chain of command.

] All Commendations submitted via Blue Team will be maintained in HR for use during the
performance evaluation process.

Commendations should be submitted within two (2) weeks to the nominee’s first line supervisor.
Each member of the chain of command will forward his/her concurrence/non-concurrence via
Blue Team to the next level within one (1) week.

wn

a. If the deadline is not met, the supervisor will explain the reasons for its tardiness in their
Blue Team comments.

b. The timeline will ensure that a Commendation from a Precinct level commander will be
approved within five (5) weeks.

4. The Commendation narrative shall clearly describe the actions worthy of the recognition.

] Incident reports and other supporting documentation shall be attached to the
Commendation entry.
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5.

Each member of the chain of command shall ensure that each of the following are completed:

a. Interview witnesses or co-workers for clarification if necessary.
b. Concur or non-concur with the recommendation.

c. If he/she concurs, provide supporting comments.

d. If he/she non-concurs, recommend disapproval.

Forward the Commendation to the next level within one (1) week of receipt regardless of his/her
recommendation.

Approving authority for each commendation shall make the final decision on all commendations
taking into account input from the chain of command as well as his/her personal knowledge of the
incident and interviews with those involved.

2.16.025
AWARD PROCEDURES: 02/14

1.

Shortly after a notable event, the nominator shall complete an “Awards” entry in Blue Team and
forward it through the nominee’s chain of command.

[ | All awards submitted via Blue Team will be maintained in HR for historical records and for
use during the performance evaluation process.

The nominator should complete and attach an Award Nomination Form (KCSO Form #A-148).
Awards should be submitted within two (2) weeks to the nominee’s first line supervisor.

Each member of the chain of command will forward his or her concurrence/non-concurrence via
Blue Team to the next level within one (1) week.

a. If the deadline is not met, the supervisor will explain the reasons for its tardiness in their
Blue Team comments.

] This will not affect the decision to approve or disapprove an award.

b. The timeline will ensure that an award from a precinct level commander will be approved
within five (5) weeks and approved by the Sheriff within seven (7) weeks at the most.

The Awards narrative shall clearly describe the actions worthy of the recognition.

[ ] Incident reports and other supporting documentation shall be attached to the Awards
entry.

Each member of the chain of command shall ensure that each of the following are completed:

a. Interview witnesses or co-workers for clarification if necessary.
b. Concur or non-concur with the recommendation.
C. If he/she concurs, provide supporting comments.
d. If he/she non-concurs, recommend disapproval, upgrade, or downgrade of the award.

Forward the nomination to the next level within one (1) week of receipt regardless of his/her
recommendation.

Approving authority for each award shall make the final decision on all awards taking into account
input from the chain of command as well as his/her personal knowledge of the incident and
interviews with those involved.

If the nomination is for a Precinct level “of the year” award and will be then sent forward to be
considered for a departmental award decided by the Sheriff, a separate additional Award
Nomination entry will be submitted. This entry will follow the same guidelines as the original entry.
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2.16.030
APPROVAL AUTHORITY: 02/14

1.

The following awards shall only be approved by the Sheriff or designee:

a. Medal of Valor.

b. Sheriff's Star.

C. Sheriff's Medal.

d. Sergeant of the Year.

e. Deputy of the Year.

f. Detective of the Year.

g. Communications Specialist of the Year.
h. Professional Support Employee of the Year.
i. Marshal of the Year.

j. Reserve Deputy of the Year.

k. Volunteer of the Year

l. Explorer of the Year.

m. Screener of the Year.

2. The following awards shall be approved by:

a. Majors in command positions in Patrol Operations and Criminal Investigations;
b. Captains and Managers in Technical Services, ARFF, Metro, and Sound Transit are the
approving authority for their members.
[ | Blue Star.
[ | Commander’s Award.
[ | Lifesaver Award.
[ ] Meritorious Service Award.
[ | Quality Policing Award.

3. Upon approval of the award, the approving authority shall ensure a copy of the award certificate
and approved nomination form are placed in the member’s personnel file, and the entire chain of
command including the Sheriff, his/her executive staff assistant and the Personnel Unit are
notified.

] The Media Relations Officer shall also be notified of any awards for posting or
dissemination to media outlets.

4. The approving authority for the award is highly encouraged to make use of notifications of awards
approval and impending presentations via GIB, Sheriff's Office web page, Facebook, etc.

2.16.035

AWARDS PRESENTATION: 02/12

1.

2.

Awards shall be presented by the approving authority or designee on the earliest possible date
after approval.

The guiding principle of this process shall be to quickly recognize the outstanding work of our
members.

| Presentation should not be unreasonably postponed in order to satisfy the schedule of an
individual member of the chain of command.

In an effort to include co-workers in the presentation, awards should be presented at the
member’s work site.



King County Sheriff General Orders Manual __Chapter 2

4, Reasonable efforts shall be made to include family members, involved citizens and media in the
presentation.

5. Members who have been awarded decorations throughout the year will be invited to attend the
departmental annual awards ceremony where they will be recognized.

6. “Of the Year” awards will be presented at the departmental annual awards ceremony.

2.16.040

WEARING AWARDS: 02/12

1. Award bars will be worn centered above the wearer’'s name tag in order of precedence.

2. A maximum of 3 bars will be worn in any row before a new row is started. Precedence increases
from the wearer’s right to left and bottom to top. Therefore, if multiple rows are needed, the lowest
ranking award will be on the bottom row to the wearer’s right. The highest award will be to the
wearer’s left in the highest row.

[ ] See diagram 1 in GOM 7.02.035.

3. Multiple awards of the same decoration will be designated with stars indicating the total number
of awards of that decoration.

] Multiple Lifesaver Awards will be designated with blue crosses indicating the total number
of awards.
4, Outside agency awards equivalent to the Medal of Valor and/or Sheriff's Star that have been
approved under 2.16.040 shall be worn after the lowest KCSO award.
5. Other pins and devices such as SWAT or Motorcycle Unit will be worn below the nametag on the
pocket flap.
6. Awards are optional wear for the duty uniform, but mandatory for the Class A and Dress

Uniforms. Supervisors may mandate wearing of awards for certain occasions when a duty
uniform is worn and it is in the interest of KCSO for members to wear awards.

7. Members who wear civilian clothes may wear award lapel pins at their discretion.
8. Recipients of the Medal of Valor, Sheriff's Star, Sheriff's Medal, Life Saver, Blue Star, and “Of the
year” Awards will be authorized to include the wording “ Medal Recipient, 20 " on their

business cards below the name line.

2.16.045
OTHER AGENCY AWARDS: 02/12

Only King County Sheriff's Office awards shall be worn on the King County uniform with the exception of
awards from other public safety agencies that are equivalent to the Medal of Valor and/or the Sheriff’s
Star. Requests for permission to wear the award(s) shall be forwarded to the Chief Deputy through the
chain of command using the following format:

1. An Officers Report requesting to wear an award from another agency. The OR shall include the
name of the award and a point of contact from the other agency.

2. A copy of the award certificate including the citation and any supporting documents used in the
other agency’s decision.

3. A photo of the award in its entirety.

4. The Chief Deputy may, at his/her discretion order the Background Investigations Unit to verify the
award.

5. Upon verification, the Chief Deputy may authorize the award for wear on a King County Uniform.
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2.16.050
AWARD CRITERIA: 02/12

Awards are ranked in the order they are presented here, from highest to lowest.

MEDAL OF VALOR

1.
2.
3

The Medal of Valor is the department's highest award.

Approval authority is the Sheriff, but this may be delegated to the Chief Deputy.

This award will be conferred upon department members who, in the highest traditions of public
service, perform an extraordinary act of bravery or heroism.

This award will be conferred upon a department member who selflessly gives his/her life in the
line of duty; or distinguishes him/herself by the performance of an act of courage involving
extreme risk or imminent danger to life and is above and beyond the call of duty.

Criteria:

a. The nominee must have:
[ ] Acted in the face of extreme risk, without regard for his/her own well being and
with full knowledge of the risk to his/her own personal safety; and
| Substantially contributed to the protection of human life; and/or
| Been engaged with an armed and dangerous adversary.
b. The act must have been:
[ ] Clearly above and beyond the call of duty; and
[ ] An action which would not subject the department member to any justifiable
criticism if not performed; and
[ ] Based upon sound judgment and did not unduly jeopardize any mission or
individual.

Award particulars: The recipient of the Medal of Valor shall be entitled to the following:

a. A certificate inscribed "Medal of Valor" that states, in some detail, the act for which the
award is bestowed; and

b. An award medallion suspended from a ribbon that may be worn at official ceremonies
and functions; and

C. An award breast bar; and

d. An 8x10 photograph capturing the award presentation; and

e. Two (2) additional vacation days each calendar year thereafter.

f. The Payroll Unit shall maintain a file and credit the recipient in January of each year.

SHERIFF'S STAR

1.
2.
3

The Sheriff's Star is the department's second highest award.

Approval authority is the Sheriff, but this may be delegated to the Chief Deputy.

It will be conferred upon department members for an act performed in the line of duty, which
involved courage, bravery and significant risk to the life of the department member, but which was
performed under conditions less hazardous than those described in the Medal of Valor.

Criteria:

a. The nominee must have:
[ ] Acted in the face of significant risk without regard for his/her own well being; and
| Exhibited courage and bravery in the face of peril in the performance of official

duties.
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b. The act must have been:
| Conspicuous and well above the standard expected; and
] An action which would not subject the department member to any justifiable
criticism if not performed; and
| Based upon sound judgment and did not unduly jeopardize any mission or
individual.

Award particulars: The recipient of the Sheriff's Star shall be entitled to the following:

a. A certificate inscribed "Sheriff's Star" that states, in some detail, the act for which the
award is bestowed; and

An award medallion suspended from a ribbon that may be worn at official ceremonies
and functions; and

An award breast bar; and

An 8x10 photograph capturing the award presentation; and.

One (1) additional vacation day each calendar year thereafter.

The Payroll Unit shall maintain a file and credit the recipient in January of each year.

o4
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SHERIFF'S MEDAL

1.
2.
3

The Sheriffs Medal is the department's third highest award.

Approval authority is the Sheriff, but this may be delegated to the Chief Deputy.

It will be conferred upon department members who have displayed courage and bravery in the
line of duty, under conditions described as less hazardous than those described in the Medal of
Valor and Sheriff's Star.

Criteria: The nominee must have exhibited courage and bravery in the performance of the act.

a. The act must have been:

[ ] A superior performance of duty, performed in a highly commendable manner;
and

[ ] An action which would not subject the department member to any justifiable
criticism if not performed; and

[ ] Based upon sound judgment and did not jeopardize any mission or individual.

Award particulars: The recipient of the Sheriff's Medal shall be entitled to the following:

a. A certificate inscribed "Sheriff's Medal" that states, in some detail, the act for which the
award is bestowed; and

b. An award medallion suspended from a ribbon that may be worn at official ceremonies

and functions; and

An award breast bar lapel pin; and

An 8x10 photograph capturing the award presentation; and

e. One (1) vacation day for the calendar year in which the award was bestowed.
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[ ] This is a one-time only granting of a vacation day.
] The Payroll Unit shall maintain a file and credit the recipient accordingly.

BLUE STAR

W=

The Blue Star is the department's fourth highest award.

Approval authority for the award is the Major or Captain level commander for the member.

The Blue Star Award will be conferred upon department members who are injured or killed due to
the actions of another or circumstances caused by another while working in their official capacity.
While clearly an individual decoration, the Blue Star differs from all other decorations in that an
individual is not "recommended" for the decoration; rather he or she is entitled to it upon meeting
specific criteria.



King County Sheriff General Orders Manual __Chapter 2

5. Criteria:
a. The injury must have been documented by medical personnel.
b. Exposure to blood borne pathogens and toxins that require treatment are qualifying
injuries.
C. The injury must be sustained because of the unique environment and conditions in which
we work.

[ ] Injuries that would occur in a normal business or work environment (tripping in a
precinct hallway, falling off a chair, injuries sustained while performing routine
vehicle maintenance) do not qualify an individual for this award

6. Award Particulars:
a. A certificate inscribed "Blue Star Award" that states, in some detail, the act for which the
award is bestowed; and
b. An award medallion suspended from a ribbon that may be worn at official ceremonies
and functions; and
C. An award breast bar; and
d. An 8x10 photograph capturing the award presentation; and
e. One (1) vacation day for the calendar year in which the award was bestowed.
[ ] This is a one-time only granting of a vacation day.
[ ] The payroll Unit shall maintain a file and credit the recipient accordingly.
COMMANDER’S AWARD
1. The Commander’s award is the fifth highest award.
The intent of this award is to provide commanders a means to visibly reward outstanding
achievement or service.
3. Approval authority is the Major or Captain/Manager level commander.
4, The award will be conferred on a department member who distinguishes himself or herself by
heroism, meritorious achievement or meritorious service.
5. The award may also be conferred on a unit, team, or other group of employees whose actions are
heroic or meritorious.
6. The award may be conferred as an interim award awaiting approval of a higher level decoration.
7. Criteria:
] A member or team accomplishes a task that is above and beyond normal expectations
and does so in an outstanding manner.
8. Award Particulars:

a. A certificate inscribed "Commander’s Award" that states, in some detail, the act for which
the award is bestowed; and

b. An award breast bar for commissioned members.

C. A lapel pin for professional staff.

LIFESAVER AWARD

PON =

The Lifesaver Award is the sixth highest award.

Approval authority is the Major or Captain/Manger level commander.

The award will be conferred on a department member who saves or prolongs another’s life.
Criteria:

[ ] The member must have prolonged another’s life until medical aid personnel arrived and
assumed lifesaving efforts.
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5. Award Particulars:
a. A certificate inscribed "Lifesaver Award" that states, in some detail, the act for which the
award is bestowed; and
b. An award breast bar for commissioned members.
C. A lapel pin for professional staff.

MERITORIOUS SERVICE AWARD

The Meritorious Service Award is the seventh highest award.

Approval authority is the Major or Captain/Manager level commander.

The award will be conferred on an individual or group who demonstrate extremely meritorious
dedication to duty.

4. Criteria:

wh =

[ ] A member or team accomplishes a task which is within the scope of his/her/ their duties
and accomplishes it in an outstanding manner.

5. Award Particulars:

a. A certificate inscribed “Meritorious Service Award” that states, in some detail, the act for
which the award is bestowed; and

b. An award breast bar for commissioned members.

C. A lapel pin for professional staff.

QUALITY POLICING AWARD

1. The Quality Policing Award is the eighth highest award.

2. Approval authority is the Major or Captain/Manger level commander.

3 The award will be conferred on an individual or group whose actions or service contribute
significantly to solving an ongoing problem in a neighborhood or other area.

4, This award may be conferred on civilians who work in concert with KCSO and make a significant
contribution to solving the problem

5. Criteria:
[ ] The actions or service must have contributed to solving a problem and increasing the

quality of life of those affected by the problem.

6. Award Particulars:
a. A certificate inscribed “Quality Policing Award” that states, in some detail, the act for
which the award is bestowed.
b. An award breast bar for commissioned members.
C. A lapel pin for civilians and professional staff.

ANNUAL AWARDS

1. Commanders will annually forward nominees’ names to the Sheriff by January 4th for
consideration for the following awards.

Sergeant of the Year.

Deputy of the Year.

Detective of the Year.

Professional Support Employee of the Year.
Communications Specialist of the Year.
Reserve Deputy of the Year.

Marshal of the Year.
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h. Explorer of the Year.

i. Volunteer of the Year.

j- Screener of the Year.

2. Commanders will forward names for all categories under their command.

3. The method for determining the nominees shall be the commanders’ discretion

4. The Sheriff shall determine the awardee for each category based on the commanders’
recommendations.

5. Criteria:

[ ] The winner of each category must have demonstrated service or actions over the course
of the year that are in keeping with the highest traditions of public service and bring great
credit to him/herself, his/her unit, and KCSO.

6. Award Particulars:

a A certificate inscribed “(category) of the Year”.

b. An award breast bar for commissioned members and explorers.

C. A lapel pin for professional staff.

7. Each worksite may decide to have their own ‘of the year awards outside of the department wide
awards.

[ ] These awards do not qualify under this manual section and do not receive the associated
certificate and/or bars/pins.

2.16.055

CERTIFICATE OF RETIREMENT AND RETIREMENT BADGE: 05/14

1. All department members who are honorably retired may request a retirement certificate and service
award to commemorate their years of employment. Sworn department members are also eligible for
a retirement identification card and retirement badge.

2. Requests may be made under the following guidelines:

a. The department member shall notify the Personnel Unit of their plan to retire by completing
a Separation Notice (KCSO Form P-126) and submitting it to the Personnel Unit via their
immediate supervisor.

[ ] Separation Notices are available on the Sheriff's Office Human Resources intranet
page or through the Personnel Unit.

[ ] Documentation of prior service with another department may be required by the
Personnel Unit.

] The Separation Notice has a place to request a retirement certificate and award for

all employees, and an identification card and badge for commissioned members.
Eligible retirees who desire to receive any of the three shall mark the form
accordingly before submitting it to the Personnel Unit.

b. The Personnel Unit shall verify eligibility of the retiree and then submit the request to the
Property Management Unit (PMU).
C. The retirement certificate, award, badge and identification card will not be issued until the

retiree’s assigned equipment and current badge are returned to PMU.

3 PMU will issue the retirement badge.
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4, The Personnel Unit will issue the certificate, award and identification card.
a. Commissioned members who retire for service or physical disabilities shall be issued a
CPL waiver.
b. Commissioned members who retire because of mental or stress-related disabilities shall

not be issued a CPL waiver.

5. Department members who retire and were reduced in rank because of attrition and not disciplinary
action may request a retirement card and badge representing their previous rank.

Criteria
1. The retiree must be:
a. A commissioned law enforcement officer or a member of the professional staff with at least
twenty (20) years of service, and the last five (5), at a minimum, with the King County
Sheriff's Office; or
b. A department member who has worked five (5) or more years and retires because of a
duty-related disability; or
C. A department reserve deputy or volunteer with at least fifteen (15) years of service; and
d. Honorably retired.
2. The Sheriff may waive the minimum year of service requirements in the case of injury, disability or

other special circumstances.

See GOM section 6.07.130 for information about purchasing an assigned primary handgun.
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2.17.000 TRAINING

2.17.005
MANDATORY TRAINING: 03/13

It is the policy of the Sheriff's Office that all personnel will stay current with mandatory training
requirements; mandatory requirements may vary depending on rank or assignment. To determine what is
mandatory training for a member’s current rank or assignment go to the Sheriff's Office intranet page,
then go to the Advanced Training Unit (ATU) intranet site, Training, classes required.

WAC Code 139-05-300 requires that all commissioned personnel will complete a minimum of twenty four
(24) hours of in-service training annually.

Captains and managers are responsible for ensuring the members of their section are scheduled for
mandatory training and complete the state required twenty four (24) hours training requirement.
Supervisors should plan ahead when scheduling training to minimize the amount of overtime used. If
overtime is necessary it shall be charged to the section the deputy is assigned, including backfill overtime.
Contract city deputies will charge training overtime to the city they are assigned. For more clarification or
examples go the Sheriff’'s Office intranet page, then to contracts, then overtime.

1. Mandatory Training will include but is not limited to training in:

ACCESS (every two years).

BAC refresher (every three years).

Bloodborne Pathogens (once a year).

Emergency Vehicle Operations Course (every two years).
Ethics Training (every two years).

First Aid/CPR (every two years).

Hazmat/Gas Mask fit test (once a year).

Less Lethal Options/Use of Force training (every two years).
On-line Mandated Training (once a month).

Primary Handgun (twice a year).

Use of Force Policy (once a year).
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2. Once qualified and/or certified to carry the following equipment, or use the technique, the
following become mandatory training:

a. AR-15 Rifle (twice a year).
b. Secondary Handgun (twice a year).
C. Shotgun (twice a year).
d. Pursuit Intervention Technique (every two years).
e. Taser Recertification (once a year).
3. Attendance is mandatory for all members scheduled to attend training.
a. Members unable to attend scheduled training shall contact their supervisor ASAP.
b. The supervisor shall contact the unit providing the training ASAP to advise that the
member is unable to attend the scheduled training and coordinate efforts to reschedule.
C. If a member fails to show up for training or advises they will be absent, the unit providing
the training will contact the member’s Captain/Manager and notify them of the absence
and whether it was excused or non-excused.
4. The names of members who fail to meet mandatory training requirement may be forwarded to

.
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5. On-Line Training

a.

On-Line training keeps department members up-to-date with policies and procedures and
between formal training sessions.

b. Mandatory on-line training will be provided monthly.

C. The training will be announced in a GIB and will state who is required to take the training.
[ ] The GIB will have a direct link to the training site.

d. Failure to complete mandatory on-line training will result in ATU forwarding the member’s
name to their Captain/Manager.

[ ] Disciplinary action may result.
6. Remedial Training.

a. Remedial training is individualized instruction used for specific deficiencies in personnel.
Generally, the need for remedial training is recognized during qualifications, mandated
training, job performance, or annual evaluations.

b. Training and proficiencies that are mandated by state law or department policy will
require remedial training if failed. Proficiencies such as firearm qualifications, taser
recertification and driving skills that are unsatisfactorily performed require remedial
training.

C. Except for firearms, remedial training is made available by ATU as the need arises.

d. Completion of the training will be accomplished as soon as possible after the deficiency is
observed, not to exceed ninety (90) days.

e. Firearms remedial training is made available by the Range Unit.

] Firearms remedial training will be completed within thirty (30) days.

e. Members designated to receive remedial training are required to attend the appropriate
classes.

f. Failure of personnel to participate in remedial training will be reported, by the
instructor, to the Captain/Manager.

[ ] Disciplinary action may result.
7. Credit for all Training. The following guidelines must be met in order for a member to receive

credit for training:

a.

b.
C.

When a member attends mandatory training provided by KCSO (EVOC, PIT, BAC,
Firearms, roll call/unit training) the member will sign a training roster.

The supervisor/instructor will submit the roster to ATU.

When a member attends non-mandatory or outside training and the member does not
sign a training roster; the member needs to complete a Training Certification Form,
(KCSO P-253). The form can be found on the intranet under Forms, Training & Travel.
The member shall forward the Training Certification to ATU, mail stop KCC-SO-0100.
ATU will notify the member via e-mail within fifteen (15) days that the Training
Certification was received and that credit was given, or that more information is needed
to approve the request so that it can be entered into THOR (Training Hours on Record).
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8. KCSO approved and/or sponsored Training:

KCSO members often provide quality training to other members. It is strongly encouraged that
qualified members provide training to others. The instructor(s) providing training must
accomplish the following before authorization to conduct the training.

a. Instructor(s) must complete a Lesson Plan Approval Form (KCSO T-134), prior to the
training.

] The form can be found on the ATU intranet site, under Forms.

b. A lesson plan must be attached to the Lesson Plan Approval Form and submitted to
ATU, mail stop KCC-SO-0100.

c. The lesson plan and training needs to be approved by the ATU Captain.

] It is recommended that the classes be a minimum of thirty (30) minutes to
receive credit.

d. The instructor(s) submitting the request will be notified within thirty (30) days if the training
is approved or denied.

e. Instructor(s) teaching KCSO approved training will have students sign a KCSO roster.

f. The instructor shall forward the roster to ATU, mail stop KCC-S0-0100.

g. ATU will track each training class it conducts or approves to include, at a minimum:

[ | Date of course.

u Course content.

[ | Name of attendees.

| Number of training hours.

u Performance of individual attendees as measured by tests and/or performance
assessments if administered.

h. If the training is approved the following wording will be included in the GIB or other
announcement, so members know it is KCSO approved training. “This is Department
approved training, members will receive credit towards the 24 hour training requirement”.

9. Member Training Records

a. Technical Services and Special Operations provide the majority of the mandated training
for department members.

b. To access training records for primary/secondary handguns, shotguns, rifles, taser, use of
force training, or hazmat/gas mask fit test contact Special Operations administrative
assistant.

C. To access training records for EVOC, PIT, First Aid/CPR, bloodborne pathogens, BAC,
ACCESS, ethics training, on-line mandatory training or other optional training and a
training certification form was submitted contact the Technical Services ATU
administrative assistant.

d. Training records include:

Member’s name.

Course title.

Where and when attended.
Hours of instruction.
Scores, if tested.
Certificates issued.
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10. Training Committee
a. A committee of eight (8) members of the Sheriff's Office, including the ATU Sergeant, has
been established for the purpose of assisting in the training needs of the department.
b. The training committee is advisory in nature and works with the ATU Sergeant to assist in

developing and evaluating the training needs of the department. Ideas and suggestions
should be discussed, and recommendations made, based on merit, training needs and
realistic budget considerations.

C. There is one representative from each of the following areas:
[ | Patrol Operations.
u Technical Services.
u Special Operations.
u Criminal Investigations.
u Contract Cities.
[ | Transit Police.
[ | Professional Staff.
d. Committee members are selected from a list of volunteers by the ATU Captain.
[ | The length of commitment is two (2) years.
e. The ATU Sergeant will chair the training committee.
f. The training committee will meet annually and on an as-needed basis
2.17.010
FIELD TRAINING AND EVALUATION PROGRAM: 06/09
1. It is the policy of this department to provide a fair, thorough, and comprehensive field training and
evaluation program for student-deputies.
2. The Sheriff's Office Police Training Program is a standardized objective training program that uses
problem-based learning and adult learning theory as the basis for teaching and learning.
3. Upon Police Academy graduation, student-deputies are trained by at least four (4) Police Training
Officers (PTOs) over a fourteen (14) week period.
4, The field training program is divided in to four (4) segments of training, with each segment

lasting three (3) weeks.

Segment A: Non-Emergency.
Segment B: Patrol Activities.
Segment C: Emergency.
Segment D: Investigations.

cooo

5. The four (4) segments of training are subdivided into fifteen (15) core competencies.

Vehicle Operations.

Conflict Resolution.

Use of Force.

Local Procedures, Policies, Laws and Philosophies.
Report Writing.

Leadership.

Problem-Solving.

Community Specific Problems.
Diversity.

Legal Authority.

Individual Rights.

Officer Safety.

AT T S@m0o0T®
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m. Communications.
n. Ethics.
o. Lifestyle Stressors/Self-Awareness/Self-Regulation.
6. All student-deputies are debriefed on the daily shift activities by the assigned PTO.
7. All student-deputies are formally evaluated by the assigned Police Training Evaluator during
their mid-term and final week of evaluation.
2.17.015

EXTERNAL TRAINING: 10/09

1. Application and selection for external training from the Washington State Criminal Justice
Training Center (CJTC).

a. Applications for training shall be submitted on an approved CJTC Course Application
Form, available from the CJTC Web Site. Applicants may also attach a memorandum or
officer’s report supporting justification for the training.

a. All applications require approval from a supervisor and Precinct/Section Commander. All
applications will note this approval in writing.

b. In the event that there are multiple applicants from a specific section, the Precinct/Section
Commander will rank the applicants based on training needs.

C. Applications are sent to the supervisor of the Advanced Training Unit (ATU) for final

selection and then submitted to the CJTC.

| Selections are based on the needs of the department, i.e. specialized
assignments, career development and when necessary, department seniority.
] Equity between workstations will also be a goal in making selections.
d. CJTC notifies ATU in writing or via e-mail once selections are made. ATU will forward

these notifications to respective employees the next business day. In the event of late
notifications from CJTC, ATU will fax or e-mail respective employees of their acceptance
to training.

e. All costs associated with approved CJTC Training shall be the responsibility of the
approving Precinct/Section/Division.

2. Application and selection for external training from outside agencies or institutions.

a. All applications for training require approval from a supervisor and Precinct/Section
Commander. All applications will note this approval in writing. Applicants may also attach
a memorandum or officer’s report supporting justification for the training.

b. In the event that there are multiple applicants from a specific section, the Precinct/Section
Commander will rank the applicants based on training needs, when necessary. This will
aid the outside agency in making selections.

C. All costs associated with the approved training will be the responsibility of the approving
Precinct/Section/Division.

3. Absences from external training.

a. Most outside training agencies require advanced notice for students who are unable to
attend training. Often times no notice, or late notice, means losing the tuition or being
assessed a fee for non-attendance. Further, valuable training opportunities are lost for
other potential students.
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b. Employees may be excused from authorized training with written notification and

approval from their Precinct/Section Commander under the following conditions:

u Reasonable excuses, such as illness, injury or personal emergency.

] Being under subpoena and attending court.

] Exigent operational needs as directed by the respective Precinct/Section
Commander.

C. Unexcused absences at sponsored and/or authorized training will be investigated. Such
absences may be considered neglect of duty and /or absence without leave, which may
be subject to disciplinary sanctions.

4, Attendance Records for External Training

a. Upon completion of external training, department members shall forward the following
information to the ATU within five working days:
| Completed Certification of Training Form, available from the ATU or ATU Intra-

net site.
] A copy of the awarded certificate, if provided.
b. ATU will ensure that the above information is placed in the employee’s training file.
2.17.020

WASHINGTON  STATE CRIMINAL JUSTICE TRAINING COMMISSION
CERTIFICATIONS: 08/03

1. Peace Officer Certifications.

a.

Effective January 1, 2002, all commissioned members of the Sheriff's Office were
required to obtain their Peace Officer Certification.

b. It is the policy of the Sheriff's Office that all commissioned members maintain their Peace
Officer Certification.

C. Failure to maintain this certification may result in progressive disciplinary action.

2. Career Level Certifications (WAC 139-25-110).

a. It is the policy of the Sheriff's Office that all commissioned supervisors obtain their
respective Career Level Certification from the Washington State Training Commission
within eighteen months of promotion.

b. Career Level Certifications are required in the following areas:

u Supervisory Certification.
] Middle Management Certification.
[ | Executive Certification.
C. Each Certification has minimum requirements set by the Washington State Criminal

Justice Training Commission which are available for review on the CJTC web site. These
include, but are not limited to:

Possession of a Basic Law Enforcement or equivalency certificate.

Completion of a probationary period.

Meeting Core Course requirements.

Successful completion of at least seventy two (72) hours of appropriate elective
for the specific certification.
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d. All completed applications for Career Level Certification are sent to the Advanced
Training Unit Sergeant for internal approval. Awarded certificates from CJTC are sent to
respective employees via the chain of command. The Advanced Training Unit maintains a
record of awarded certificates in each supervisor’s training file.

e.

Failure to obtain required Career Level Certification may result in progressive disciplinary
action.
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2.18.000 CAREER DEVELOPMENT/LEADERSHIP TRAINING

2.18.005
POLICY: 02/10

The Sheriffs Office recognizes the need to support ongoing training and career development for its
employees. Training serves three broad purposes:

1. Well-trained deputies, supervisors and professional staff are generally prepared to act
decisively and correctly in a broad spectrum of situations.

2. Training results in greater productivity and effectiveness; and

3 Training fosters cooperation and unity of purpose.

It is the policy of the Sheriffs Office to support training, within the scope of its resources, for
commissioned and professional personnel in the areas of specialized assignments, career development
and leadership training.

2.18.010
PURPOSE: 10/12

Training enhances skills, knowledge and abilities. Such training may be technical, job specific,
supervisory, management and /or executive development training.

1. Specialized Assignment Training/Career Development Training/Leadership Training may be
necessary for the below positions, but is not limited to:

o

Patrol Skill Enhancement with courses such as Crime Scene Investigations, Computer
Skills and Problem Solving.

Professional Staff Skill Enhancement.

Patrol Training Officer.

Detectives in Investigative Units.

Deputies and Professional Staff upon promotion.
Supervisors upon promotion.

Managers, when promoted.

Instructors.

TAC-30 deputies.

Canine deputies.

Helicopter Pilots.

Marine/Scuba Divers.

ATU deputies.

ARFF deputies.

HMT/BDU depuities.

Range deputies.

Search and Rescue deputies.

Any other positions the Sheriff may deem necessary.
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2. Career development through performance evaluations:

a. Each year during performance evaluations the employee and supervisor will discuss each
employee’s career goals for the upcoming review period and evaluate progress on career
goals (if any identified) during the previous rating period.

b. Each supervisor is evaluated in their own performance evaluation on their skill in helping
subordinates develop and achieve career goals.
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3. Transfer opportunities:
a. Internal transfers within a job classification can be an important part of career
development.
b. Transfer opportunities should be evaluated considering an employee’s stated career
goals.
C. Each position that can be filled by process of internal transfer shall have a defined list of

knowledge, skills and abilities.

[ ] These lists of transfer requirements are maintained in the Personnel Unit and are
available for viewing by all employees so they can be used to assist in career
planning and preparation.

4. Supervisory and Executive Development
a. The Advanced Training Unit will keep lists of all required supervisory and executive
training.
b. Each Division Commander will maintain a listing of executive-level training appropriate

for the Commanders in that division.

2.18.015
TRAINING: 07/10

Supervisors and command staff shall receive an orientation on career development during supervisor’s
in-service training or commanders training.
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3.00.000 PERSONNEL CONDUCT

3.00.005
PURPOSE/POLICY STATEMENT: 05/14

A law enforcement agency must maintain a high level of personal and official conduct if it is to command
and deserve the respect and confidence of the public it serves. Rules and regulations governing the conduct
of members of the Sheriff's Office ensure that the high standards of the law enforcement profession are
maintained. Issues of honesty and integrity are of paramount importance in the operation of the Sheriff's
Office. The purpose of this section is to provide guidelines and instructions concerning employee conduct
and responsibility for all members in all of their activities, whether official or personal. Members will be
evaluated based on whether or not their actions assist the King County Sheriff's Office in fulfilling its stated
mission that the King County Sheriff's Office is a trusted partner in fighting crime and improving quality of
life and reaching its annual goals of:

[ ] Reducing crime and the fear of crime.
[ ] Having meaningful and inclusive roll calls.
[ ] Continuing to work on IIU handling of deputy (member) complaints.

Members must conduct themselves at all times in a manner that brings a level of conduct in their personal
and official affairs consistent with the highest standards of the law enforcement profession. These standards
are outlined in the Core Values adopted by the King County Sheriff's Office:

Leadership.
Integrity.
Service.
Teamwork.

Violations of these standards will result in corrective action or discipline up to and including dismissal from
the Sheriff's Office. In general, members shall:

1. Be honest.

Conduct themselves in a manner that creates and maintains respect for the themselves, the
Sheriff's Office and the County.

Avoid any actions which might result in adversely affecting confidence of the public in the integrity of
the county government or the Sheriff's Office.

Perform all duties in a professional, courteous, competent and efficient manner.

Comply with all Sheriff's Office rules, policies and procedures.

Obey federal, state, county and municipal laws and regulations; and

Promptly report to their immediate supervisors’ knowledge or reasonable suspicion of criminal
activity or violations of any provision of this chapter.

Promptly report to their Precinct/Section Commander that their driver's license has been
suspended (for whatever reason) and/or if they are ordered to have an interlock device on their
vehicles.
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Members are responsible for learning and abiding by the rules and guidelines in this chapter. Action may be
taken against an employee due to a failure of the employee to meet the requirements of this chapter or of
his/her position. Such action may be either disciplinary or non-disciplinary in nature. Examples of
inappropriate conduct set out in this chapter are illustrative, and not exclusive, as it is impossible to
anticipate every possible act of misconduct. Violations of this chapter will be considered misconduct.
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3.00.010
DEFINITIONS: 09/12

As used in this section:

“Member” means any person whether paid, unpaid, temporary, permanent, intern, probationary, volunteer,
appointed, non-appointed, commissioned or non-commissioned, who is employed or supervised by the King
County Sheriff’s Office.

“Supervisor” means any commissioned employee of the rank of sergeant or above or any professional
staff employee who is designated as a supervisor by virtue of his/her job title.

“Sworn member”, “deputy”, “police officer”, or “officer’, means any member who is appointed and
commissioned regardless of rank or reserve status, unless otherwise specified herein.

3.00.015
RULES OF CONDUCT: 09/14

Members must always conduct themselves in a manner that brings credit to the Sheriff's Office, maintaining
a level of conduct in their personal and official affairs consistent with the highest standards of the law
enforcement profession. Any sustained charges that a member has engaged in conduct unbecoming and/or
misconduct will result in corrective action or discipline up to and including dismissal from the Sheriff's Office.

1. SERIOUS MISCONDUCT (causes for dismissal): Any sustained serious misconduct or any
misconduct involving dishonesty, will result in dismissal from the Sheriff's Office, unless there are
mitigating circumstances justifying a lesser discipline. Violations of these rules will be considered
serious violations of the core values of the King County Sheriff’s Office.

a. Making false or fraudulent reports or statements, committing acts of dishonesty, or
inducing others to do so.

b. Conduct that is criminal in nature.
[ ] Any felony conviction automatically disqualifies an employee from holding any

position within the King County Sheriff's Office.

Taking and giving a bribe as defined in RCW Chapter 9A.68.

Attempting to induce anyone to commit a crime.

Failure to cooperate in a Sheriff’s Office administrative investigation.

Conviction of any crime that precludes the use or possession of a firearm under
State or Federal Law, or court order.

0 Qo

| For commissioned and special commissioned employees.

g. Discrimination, [Harassment/hostile work environment, quid pro quo]:
[ ] See GOM 3.01.000 for further definition.

h. Retaliation.

[ | See GOM 3.01.000 for further definition.
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MISCONDUCT (causes for discipline): Any sustained misconduct charges in the following

categories will be considered serious violations of the core values of the King County Sheriff's
Office. Violations of these rules may result in discipline up to and including termination.

a.

b.

134
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Insubordination or failure to follow orders. Members shall be respectful towards their
supervisors.

Willful violation of either Sheriff’s Office Civil Career Service rules, or King County
Code of Ethics. As well as King County Sheriff's Office rules, policies and
procedures.

Willful violation of any lawful or reasonable regulation, or order resulting in loss or
injury to the county or public.

Excessive or unnecessary use of force against a person.

Failure to report use of force as required in GOM 6.01.005.

Failure to report a member’s possible misconduct as required in GOM 3.03.015.
Accepting any gratuity, fee commission, loan, reward, or gift for services rendered
incident to duty as a deputy, unless approved by the Sheriff.

Ridicule: Members shall not ridicule or make remarks that would tend to jeopardize
working relationships with members, members of other King County departments, or other
public or private agencies.

Courtesy: Members shall conduct themselves in an orderly, courteous, and civil manner
toward others.

Cowardice: Members shall not display cowardice or fail to support their fellow deputies in
the performance of duty.

Conduct Unbecoming: means behavior that generally tends to:

Diminish respect for the Sheriff's Office or member.

Diminish confidence in the operation of the Sheriff's Office.
Adversely affect or impair the efficiency of a member.
Adversely affect the morale or discipline of the Sheriff’s Office.

Being under the influence of either drugs or alcohol while off-duty, that results in
criminal conduct, charge or conviction.

Absence from duty without leave.

Sleeping on-duty. While on-duty, members must be awake and alert.

Intoxicants: Members shall not drink intoxicants or non-alcoholic beer when on-duty
except when in undercover investigations and authorized by a supervisor.

| Members shall not report for duty with the odor of intoxicants on their breath or
under the influence of intoxicants.

[ ] All breaks are considered on-duty time.

[ ] Any supervisor who reasonably believes that a member is under the influence of
intoxicants shall comply with GOM 3.03.015 (Emergency Relief from Duty).

[ ] Excessive drinking and public drunkenness while off-duty may be considered
Conduct Unbecoming as defined in GOM 3.00.015(k).

[ ] Deputies shall not, while on-duty, dine or drink at any place in which intoxicants are

sold or consumed as the primary source of business, including taverns, lounges,
or other such facilities.
] The County provides assistance to members who want to stop drinking.

| Refer to GOM 2.08.035 (King County Assistance Program)
Drugs: Members shall only use drugs that are legally prescribed to them by a physician or
purchased over the counter in the United States. Members shall not possess or use illegal

drugs.

[ ] Members shall notify their supervisor when they are taking medication that may
affect the performance of their duties.
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q- Personal business or recreation while on-duty or in uniform: Members while on-duty
or in uniform shall not engage in activities normally associated with off-duty conduct, except
in the performance of assigned duty. This includes, but is not limited to conducting personal
business or recreational activities.

r. Tobacco Products and Electronic Smoking Devices: The King County Sheriff's Office
prohibits the use of tobacco products, in any form, and electronic smoking devices in all
County buildings or vehicles or when in contact with citizens.

[ ] Division Commanders shall designate areas outside building enclosures for the
use of tobacco and electronic smoking devices.

[ ] Tobacco products and electronic smoking devices may be used only during
regularly scheduled breaks and meal periods.

[ ] Tobacco products shall be disposed of in appropriate containers.

[ | The County provides assistance to Sheriff's Office members who want to stop
smoking.

u Refer to GOM 2.08.035 (King County Assistance Program).

3.00.020
PERFORMANCE STANDARDS: 09/12

1.

All members must perform their assigned duties in a satisfactory and efficient manner.
Unsatisfactory performance of duty shall be grounds for non-disciplinary action or disciplinary action
up to and including discharge. “Unsatisfactory Performance” may be established when a member:

Receives unsatisfactory work performance evaluations.

Fails to achieve a passing score in any required training or qualification session.

Performs at a level significantly below the standard achieved by others in the work unit.
Acts in violation of Sheriff's Office directives, rules, policies or procedures as set out in this
manual, the training bulletins or elsewhere.

e. Fails to submit reports, citations, or other appropriate paperwork in a timely manner; or

f Otherwise fails to meet Sheriff's Office standards.

oo

OBEDIENCE TO LAWS AND ORDERS: In the performance of their duties, members shall:

a. Abide by Federal and State Laws and applicable local ordinances, whether on or off-duty.
b. Promptly obey any lawful and reasonable order from any supervisor.
C. Refrain from public criticism of the orders or instructions they have received.

APPROPRIATE USE OF AUTHORITY:

a. Deputies shall be aware of the extent and limitation of their authority in the enforcement of
the law.

b. Deputies shall not misuse the authority of their sworn position in any way or at any time.

C. It shall be considered a misuse of authority for a member to use his or her authority for any

purpose not directly associated with the performance of official duties.
SUPERVISION:

a. Within every rank level of the KCSO, supervisory members, both commissioned and
professional, have the authority necessary to carry out their duties and responsibilities
and are accountable for the use of such authority. Supervisors shall:

| Have a thorough working knowledge of the rules and performance standards of the
Sheriff's Office.

| Communicate the rules, policies and procedures to subordinates.

[ ] Be held accountable for their subordinate employee’s actions.

| Recognize exemplary behavior as well as negative behavior.
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b. Supervisors shall take corrective action within the scope of their authority when they
witness or become aware of member misconduct.

C. Failure to initiate disciplinary or corrective action when warranted will be considered
misconduct.

5. FITNESS FOR DUTY:

a. Members are expected to maintain physical and psychological fithness sufficient to perform
the essential functions of their positions.

b. If there is reasonable suspicion based on clearly articulable observations that a member
may be either psychologically or physically unfit to perform his/her duties, the Sheriff may
require the member to undergo either physical or psychological medical examinations to
resolve any questions regarding fithess for duty.

[ ] Examinations shall be performed by Sheriff's Office approved practitioners at
Sheriff's Office expense.
6. FAILURE OF TRAINING OR QUALIFICATION:

a. When assigned, members shall attend all training or qualification sessions and achieve
passing scores.

[ ] Members shall attend at least ninety (90) percent of a training session to be eligible
for a passing score.

b. Failure to cooperate with any instructor may be grounds for failure and may subject the
member to disciplinary action.

C. Failure to attend or achieve a passing score may be considered incompetence or

inefficiency in the performance of duty in violation of subsection (1) of this section.

[ ] Upon failure of any training or qualification session, the Training Unit will notify:
[ ] The member of the failure to achieve a passing score.
[ ] The appropriate Division Commander of the failing scores and set up an

appointment with the member, his/her supervisor, and Section
Commander to discuss the reason for failure and, if warranted, provide an
opportunity to retake the final examination or qualification.

] A memorandum detailing the circumstances of the failed examination or
qualification and the corrective measures taken will be sent to the affected member
and a copy shall be placed in the member's personnel file.

[ ] The memorandum may be purged at normal evaluation cycles.
[ ] Each instance of failure will be evaluated on a case by case basis.
[ ] If a member fails to meet any of the performance standards in this section, the

Sheriff may take any of the following actions:

Require further training.

Written reprimand.

Transfer to another assignment.
Monthly performance evaluations.
Suspension.

Withholding of salary step increases.
Demotion.

Termination.
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3.00.025
ETHICS, CONFLICTS, AND APPEARANCE OF CONFLICTS: 03/13

The public demands that the integrity and credibility of members be above reproach. Individual member's
actions which constitute a conflict of interest, dishonesty, criminal activity, or permitting criminal activity
without taking enforcement action, impair public confidence in the Sheriff's Office and its members.
Members shall comply with the following rules and with the King County Employee Code of Ethics, Chapter
3.04. Penalties for violating this section or the King County Employee Code of Ethics include disciplinary
action up to and including termination from employment.

1. GRATUITY: Members shall not use their position to solicit or accept anything of value that would
not be accorded to a private citizen. Included are free or reduced rates for anything whatsoever.

2. DUTY TO REPORT CRIMINAL ACTIVITY: Members have the duty to report knowledge or
reasonable suspicion of criminal activity in writing to their immediate supervisor.

3. WITHHOLDING EVIDENCE: Members shall not fabricate, withhold, destroy, or otherwise
mishandle evidence of any kind in any criminal or administrative investigation.

4. EMPLOYEE ASSOCIATIONS: Members, both on and off-duty, shall avoid associations which
might reasonably be perceived to compromise the integrity or credibility of themselves or of the
Sheriff's Office.

[ | This rule shall not apply to associations occurring in the performance of official duties.

5. ORGANIZATIONAL MEMBERSHIPS: Members shall not affiliate with any organization that
contains provisions within its constitution that are contrary to Federal and State laws and local
ordinances.

6. CONFLICTING RELATIONSHIPS:

a. Supervisors who engage in interpersonal relationships with subordinates may create the
perception of conflict in their professional responsibilities. If a supervisor enters into a
business or personal relationship with a subordinate, the motive for decisions made by that
supervisor relative to the subordinate may become suspect and compromise the integrity of
those involved.

] If a relationship of a business or personal nature arises between any supervisor
and a subordinate, who are working together, the parties involved shall
immediately notify the Precinct/Section Commander.

[ ] This section also includes Police Training Officers and the Student-
Deputies they are training.

[ ] The Commander may immediately initiate a change of assignment for one or more
of the employees eliminating the parties working together.

b. Family members shall not supervise other family members.

[ | For this purpose family member is defined by the King County Code of Ethics, KCC
3.04.017(H), as a member’'s spouse, domestic partner, child, child of spouse or
domestic partner, and/or other dependent relatives living in the member’s
household.

7. NAMES OR PHOTOGRAPHS, USE OF: Members shall not allow the use of their name or
photograph for any advertising purpose without the permission of the Sheriff.

PUBLICITY: Members shall not knowingly, directly, or indirectly seek notoriety through the press.
SEEKING OUTSIDE INFLUENCE REGARDING JOB ASSIGNMENT: Members shall not request
the aid or influence of any person or agency outside the Sheriff's Office to obtain for themselves or
others a promotion, transfer or other change in job assignment.

© ®

] This section does not prohibit any member from seeking legal, union or other assistance in
the exercise of his or her statutory, constitutional, collective bargaining or other legal rights.



King County Sheriff General Orders Manual __Chapter 3

10.

11.

12.

13.

14.

15.

FURNISHING BOND OR BAIL: Members shall not furnish bail or bond for any person charged with
any crime, except for family members.

] For this purpose family member is defined by the King County Code of Ethics, K.C.C.
3.04.017(H), as a member’s spouse, domestic partner, child, child of spouse or domestic
partner, and/or other dependent relatives living in the member’s household.

INCURRING DEBT OR LIABILITY ON BEHALF OF THE SHERIFF'S OFFICE OR THE COUNTY:
Members shall not purchase anything chargeable against the Sheriff's Office or King County except
with the knowledge and consent of proper authority.

RECOMMENDING EMPLOYMENT, PERSONS, OR FIRMS: Members shall not:

a. Make recommendations to any person, excluding family members, regarding an attorney,
bail bondsman, individual, or firm for services that may be required as the result of an
action, incident, or condition with which the Sheriff's Office is concerned as an investigative
or public service agency.

b. State or imply, either orally or in writing, that the Sheriff's Office or any representative
endorses any product or service.
C. Vendors or business representatives who request that the Sheriff's Office evaluate a

product or service shall be advised to forward an appropriate written communication to the
Sheriff for consideration.

RECOMMENDATION REGARDING DISPOSITION OF INVESTIGATIONS:

a. Unless assigned to the Internal Investigations Unit (11U), members below the rank of Chief
shall not recommend directly to any court or to any other agency the disposition of any:

| Pending investigation.
[ ] Employment applicant background investigation.
] Business license background investigation conducted by this Sheriff's Office or

any other Sheriff's Office.

b. Members below the rank of Chief wishing to make a recommendation may forward a
recommendation, in writing, to IlU via the chain of command.
C. Nothing in this section is intended to prohibit a member acting in his or her official capacity

from discussing any pending criminal investigation with the Prosecuting Attorney’s Office.

ON DUTY SALE OF PERSONALLY OWNED ITEMS, RESTRICTED: While on-duty, members
shall not sell or trade items.
PERSONAL USE OF SHERIFF'S OFFICE ADDRESS PROHIBITED:

a. Members shall not use the Sheriff's Office address for personal correspondence that
include, but are not limited to items such as:

Bills.
Magazines.
Licenses.
Registrations.

b. Mail of a personal nature coming to the Sheriff's Office shall be returned to the sender.
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16. LIMITED USE OF DEPARTMENT RESOURCES FOR CHARITABLE ORGANIZATIONS:

a. KCSO permits employees to make limited personal use of resources, such as computers,
copiers etc. to support those charitable non-profit organizations which have been
approved by King County as part of the King County Employee Giving Program. Any
such use must meet the following requirements:

[ ] It does not adversely affect the performance of official duties by the employee or
other employees.

[ ] It is of reasonable duration and frequency.

[ ] It serves a legitimate public interest, such as supporting local charities or
volunteer services to the community.

[ ] It does not reflect adversely on KCSO.

[ | It creates no significant additional cost to KCSO.

b. Supervisor approval is required for any activity on work time that exceeds de minimus

use of county facilities or time.

3.00.030
BIAS BASED POLICING: 08/12

The King County Sheriff’'s Office reaffirms its commitment that police services and enforcement of the
law will be performed in a fair and lawful manner. Discrimination in the performance of these duties is
prohibited by GOM 3.00.015. This prohibition includes but is not limited to harassment or bias based
policing on the basis of race, color, age (if over 40), gender, sexual orientation, religion, national
origin, or the presence of any sensory, mental or physical disability.

1. Bias based policing is discrimination that occurs when a member of the KCSO, without a legal
basis under state or federal law, stops and questions a citizen, takes enforcement action, or
conducts a search of person(s) or vehicle(s), when the decision to do so is based solely on race,
color, age, gender, sexual orientation, religion, national origin, or the presence of any sensory,
mental or physical disability.

] Bias based policing includes, but is not limited to, racial profiling and motorcycle profiling.

2. Racial profiling is discrimination that occurs when a member of the KCSO, without a legal basis
under state or federal law, stops and questions a citizen, takes enforcement action, or conducts a
search of person(s) or vehicle(s), when the decision to do so is based solely on race or ethnicity.

3. Motorcycle profiling is the illegal use of the fact that a person rides a motorcycle or wears
motorcycle-related paraphernalia as a factor in deciding to stop and question, take enforcement
action, arrest, or search a person or vehicle with or without a legal basis.

4, KCSO members are required to comply with state and federal laws, as well as KCSO rules,
regulations and policies, with respect to reasonable suspicion and probable cause requirements
for stops, arrests and forfeitures.

5. Deputies may take into account the reported race, gender, etc. of a suspect or suspects based on
credible or reliable information that links specific suspected unlawful activity to a particular
individual or group of associated individuals of a particular race, etc. in the same way they would
use specific information regarding age, height, weight, etc. about specific suspects.

6. The Sheriff's Office Training Section shall ensure annual training includes regular bias based
policing updates.
7. The IIU Commander shall annually prepare a report for the Sheriff describing and analyzing the

status of the department’s effort to prevent bias based policing.
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3.01.000  HARASSMENT, DISCRIMINATION AND RETALIATION

3.01.005
POLICY: 09/14

It is the policy of the King County Sheriff's Office to provide a work environment for its members that
respects the diversity of our community, is free from discrimination, harassment and retaliation, and
promotes equal employment opportunity and equitable treatment for all department members. The
Sheriff's Office strongly encourages members to come forward with their concerns and complaints and
will take immediate action to investigate complaints of violations of this policy. (See GOM 3.00.015(g) and

(h))-

Discrimination, further defined below, may occur in different forms such as disparate treatment,
harassment/hostile work environment, and quid pro quo sexual harassment. Retaliation related to
complaints of discrimination is also prohibited by this policy. All of these forms of discrimination, and
retaliation, are prohibited serious misconduct under GOM 3.00.015. In order to better prevent conduct
before it rises to the level prohibited by these policies, KCSO will investigate other applicable policy
violations where the evidence may not support a violation of discrimination or retaliation, such as
Courtesy, Ridicule, Conduct Unbecoming, etc.

3.01.010
DEFINITIONS: 09/14

For the purpose of this policy and GOM 3.00.015:

“Discrimination” means any act or failure to act (whether by itself or as a part of a practice), the effect of
which is to adversely affect or adversely differentiate individuals or groups of individuals, on the basis of a
protected class unless based upon a bona fide occupational qualification. Disparate treatment
discrimination means treating similarly situated individuals differently based on a protected class.

“Harassment” (also known as hostile work environment) is a form of discrimination that is
unwelcome, offensive conduct based on a protected class. To constitute harassment, the conduct must
be so severe or pervasive that it alters the terms or conditions of employment. Such conduct can take
many forms and may include slurs, comments, jokes, innuendoes, unwelcome compliments, cartoons,
pictures, or other similar conduct.

“Harassment or Discrimination Complaint” means an oral or written complaint alleging an incident or a
set or series of actions as defined above, made by any member to a supervisor.

“Protected class” includes race, color, creed, age, sex or gender, sexual orientation, gender identity or
expression, marital status, religion or religious affiliation, ancestry, national origin, honorably discharged
veteran or military status and disability.

“Retaliation” means to take adverse employment action against an individual because he/she has
exercised his/her rights protected under the law by complaining in good faith about discrimination,
harassment, and/or retaliation, or assisted or participated in an investigation of such allegations.

“Sexual Harassment” is harassment based upon the protected class of sex or gender. Sexual
harassment may include unwelcome sexual advances, requests for sexual favors, displays of sex-based
materials, or other conduct of a sexual nature. “Quid Pro Quo” (this for that) is a type of sexual
harassment where submission to unwelcome sex-based conduct or overtures, either explicitly or
implicitly, is used as a condition of an individual’'s employment, or submission to or rejection of such
conduct by an individual is used as the basis for employment decisions affecting such individual.
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3.01.015
RESPONSIBILITIES AND PROCEDURES: 09/14

Confidentiality of investigations of discrimination or retaliation complaints will be protected to the extent
possible while ensuring that a thorough investigation is conducted.

Employee Responsibilities

1.

If an employee believes they are a victim of conduct that violates this policy, they are strongly
encouraged to report such information to any supervisor, the KCSO Senior Human Resource
Manager (HR Manager), or any member of the command staff.

An employee who observes or obtains knowledge of conduct or events that lead them to believe
this policy has been violated shall report such information to their immediate Supervisor, the HR
Manager, or any other supervisor or member of the Command staff.

Employees who are comfortable doing so, are encouraged to alert those involved in potential
violations of this policy that their conduct is unwelcome and/or offensive, and ask them to stop the
behavior.

Supervisor Responsibilities

1.

2.

3.

Supervisors shall immediately document a complaint under this policy by obtaining information
readily available, and forward the complaint to the HR Manager.

In the absence of a complaint, when a supervisor has reason to believe a violation of this policy
may have occurred, he/she must document and forward such information to the HR Manager.

If a supervisor is uncertain about information they have received or observations they have made
in relation to this policy, he/she should consult with the HR Manager.

The Human Resources Senior Manager

1.
2.
3

The HR Manager is responsible for initial intake and review of complaints under this policy.

For tracking purposes, the HR Manager shall enter all complaints into Blue Team when received.
The HR Manager or designee will investigate violations of this policy with the assistance of the
KCSO Internal Investigations Unit (IlU), who will provide notices for interviews, etc. Notice
requirements for investigations under this policy shall be the same as for investigations by the I1U.
In most cases, IlU will conduct a joint investigation of other potential policy violations. For
example, complaints under this policy will often encompass conduct prohibited by other KCSO
policies such as Courtesy, Ridicule, or Conduct Unbecoming, etc.

The final investigative documents from the HR Manager or designee and IIU will be referred to
the Chief Deputy for Findings and Recommendations regarding allegations of discrimination and
retaliation and any other potential policy violations.

The HR Manager will notify the complainant and any accused members of the results of the
investigation or review.

Final investigative reports related to this policy shall be maintained in I1APro, and shall be made
available to relevant parties.
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3.02.000 DOMESTIC VIOLENCE INVOLVING SHERIFF'S OFFICE
MEMBERS

3.02.005
POLICY STATEMENT: 06/05

A law enforcement agency must maintain the highest level of personal and official conduct if it is to
receive and maintain the respect and confidence of the public it serves. Rules and regulations governing
the conduct of members of the Sheriff's Office ensure the high standards of the law enforcement
profession are maintained, especially in the area of domestic violence. Domestic violence committed by
department members is unacceptable. It is the Sheriff's Office policy to promptly, thoroughly and fairly
investigate alleged domestic violence incidents involving all members of law enforcement, giving primary
consideration to the protection of and communication with victims of domestic violence committed by
members of law enforcement. The Sheriff’'s Office will maintain ongoing and meaningful relationships with
advocacy groups and other domestic violence professionals in the community.

3.02.010
DEFINITIONS: 06/05

For the purpose of this policy:

“Member” means any person whether paid, unpaid, temporary, permanent, intern, probationary, volunteer,
appointed, non-appointed, commissioned, or professional staff, who is employed or supervised by the King
County Sheriff's Office.

“Supervisor” means any commissioned employee of the rank of Sergeant or above.

“Domestic Violence” includes but is not limited to any of the following crimes when committed by one
family or a household member against another: Assault, drive-by shooting, reckless endangerment,
coercion, burglary, criminal trespass, malicious mischief, kidnap, unlawful imprisonment, harassment,
violation of a restraining order (RCW Title 26), violation of a protection order or no contact order (RCW
Title 10 and 26), rape, sexual assault, stalking, and interference with the reporting of domestic violence.

“Family or Household Member” is defined in RCW 10.99.020 as a spouse, former spouse, persons
who have a child in common regardless of whether they have been married or have lived together at any
time, adult persons related by blood or marriage, adult persons who are presently residing together or
who have resided together in the past, persons sixteen years of age or older who are presently residing
together or who have resided together in the past and who have or have had a dating relationship,
persons sixteen years of age or older with whom a person sixteen years of age or older has or has had a
dating relationship, and persons who have a biological or legal parent/child relationship, including
stepparents and stepchildren and grandparents and grandchildren.
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3.02.015
TRAINING: 06/05

1.

The Sheriff's Office will provide training during the PTO program, in-service, and supervisory
levels of a member's career to create awareness and sensitivity of domestic violence issues and
enhance the Sheriffs Office response and investigation to these incidents. This training will
include:

Understanding domestic violence.

Sheriff's Office domestic violence member involved policy.

Warning signs of domestic violence by members.

Victim safety.

Local, State, and Federal domestic violence laws.

Role of local domestic violence advocates.

Information about the Employee Assistance Program and specialized DV
programs/victim service agencies.

h. Supervisor responsibility in regards to member domestic violence.

@*paoop

Local victim advocacy/DV agencies should be contacted for assistance in this training.

3.02.020
MEMBER RESPONSIBILITIES: 06/05

1.

2.

Members are entitled and encouraged to seek assistance in all matters involving personal and
family conflict.

Members with knowledge that a member is alleged to have committed domestic abuse and/or
violence shall immediately report such information to their supervisor.

] Failure to report may result in disciplinary action.

Members with knowledge that a member is a victim of domestic abuse and/or violence should
report such information to their supervisor.

a. The victim may not want the domestic abuse/violence reported.
b. A member DV victim will not be punished for failing to report a domestic abuse and/or
violence incident.

Members arrested for domestic violence in another jurisdiction, shall notify their supervisor as
soon as possible.

Members who have had a police response where an alleged domestic violence incident took
place in another jurisdiction shall immediately notify their supervisor.

Members who engage in threatening, harassing, stalking, surveillance, or other such behavior
designed to interfere with cases against fellow members or intimidate witnesses will be subject to
an investigation involving possible criminal charges and departmental disciplinary action.
Members who fail to cooperate in an internal investigation of a deputy/member involved domestic
violence case will be subject departmental disciplinary action.

Members who, with intent, wrongly accuse a victim of domestic violence of a crime, or with intent,
make a false report against the victim, will be subject to an investigation involving possible
criminal charges and departmental disciplinary action.



King County Sheriff General Orders Manual _ Chapter 3

9. The accused member shall immediately notify his/her Precinct/Section Commander via the chain
of command, of any court dates, no contact orders, temporary or permanent orders of protection
or civil anti-harassment orders (where he/she are the respondent), providing a copy to his/her
supervisor.

10. Commissioned members shall not wear the Sheriff's Office uniform when attending domestic
violence court proceedings.

3.02.025

COMMUNICATION CENTER’S RESPONSIBILITIES: 06/05

1.

When the Communications Center receives information of domestic violence incidents involving
department members and commissioned officers from other jurisdictions a commissioned
supervisor shall be advised.

2. When the Communications Center receives information of domestic violence incidents involving
KCSO commissioned members in another jurisdiction a commissioned supervisor and the
Command Duty Officer shall be advised.

3.02.030

PATROL’S RESPONSIBILITES AT DOMESTIC VIOLENCE CALLS: 06/06

The response by deputies to reports of domestic violence involving Sheriff's Office members, or officers
from any other jurisdiction, will be handled as any response to other domestic violence crimes occurring
in King County.

1.

When handling domestic violence calls involving Sheriff's Office members or law enforcement
officers from another jurisdiction, deputies shall ensure a supervisor has been notified and shall:

a. Conduct a thorough investigation, with an emphasis toward successful prosecution
regardless of the victim's availability to testify.

b. Enforce the laws violated and exercise arrest powers pursuant to RCW 10.31.100 when
there is probable cause.

C. Document and gather physical evidence.
] If evidence cannot be gathered, the reason why and/or efforts made shall be

documented.
d. Complete an incident report, including case disposition, as required by RCW 10.99.020

and 10.99.030. The incident report shall include the Domestic Violence Supplemental
Form (A-143).

[ ] If an arrest is made or charged by investigation, the probable cause shall be
clearly stated in the incident report.

] If an arrest is not made or no charges recommended, the reasons shall be
clearly stated in the incident report (i.e., no probable cause).

[ ] Mark the incident report with "DV" and use the appropriate clearing code and
hazard factor.

| A signed victim statement shall be taken whenever possible.
] If the victim refuses to give a signed statement or does not wish to

prosecute, the deputy shall clearly state the reason(s) if any are given.

u Statements made by the victim shall be clearly documented on the DV

Supplemental Form.
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Suspect and/or witness statements shall be taken whenever possible. At a
minimum, list names, addresses, and phone numbers of witnesses. Deputies
shall attempt to identify "primary" witnesses, on scene medical/fire personnel and
911 caller.

[ | If written statements are not possible, verbal statements shall be
documented.

e. Photographs shall be taken when a crime of domestic violence has been committed. If
photographs should have been taken, and were not, an explanation must be provided in
the incident report. When photographs are taken, deputies shall:

[ ] Photograph the victims, regardless of visible injury.

[ | Photograph the "crime scene" including evidence items that will be submitted, as
well as photograph the suspect to counter any later claim of visible injuries, self
defense, or to document injuries involved.

[ ] Photograph any damaged property that cannot be submitted as evidence.

| Photograph any children present if possible and reasonable to do so.

[ ] Send the film to the photo lab.

f. Deputies should obtain a medical release when injuries (or possible injuries) are involved
even if no treatment was obtained.
g. Incidents regarding department member involved DV, shall be thoroughly investigated

and documented using a non-IRIS reporting format.

[ | An IRIS incident report shall be completed with no names or narrative included.
[ ] This "skeletal" report will serve as a place holder in IRIS.

| All supporting documentation shall be noted on the IRIS incident report as
attachments per IRIS procedures.

] This will include a hand written incident reportto document the
investigation.

] The IRIS incident reportand all supporting documentation shall be
reviewed/approved by the on-duty supervisor and submitted prior to the
reporting deputy(s) securing from duty.

[ ] Forward a complete copy of the case to the Domestic Violence Intervention Unit.

h. All follow up and investigative reports shall be secured in IRIS during the investigation.

i. Upon completion of the investigation, the IRIS reports will only be un-secured and
submitted, when approved by the Section Commander of the assigned investigative unit.
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3.02.035

SUPERVISOR’S RESPONSIBILITIES AT DOMESTIC VIOLENCE CALLS: 06/05

The response by supervisors to reports of domestic violence involving Sheriff's Office members, or
officers from any other jurisdiction, will be handled as any response to other domestic violence crimes
occurring in King County. Command staff notifications are required in all instances of a member involved
domestic violence allegation.

1. A first line supervisor shall respond to the scene of all domestic violence incidents involving
department members and commissioned officers from other jurisdictions.

a. In the event that the reported incident involves a member of the command staff, judge, or
city/county official, the supervisor shall notify the Command Duty Officer.
[ | If the CDO is the accused, his/her Division Commander will be notified.

b. If the reported incident involves the Sheriff, the King County Prosecutor shall be notified.

2. The first line supervisor shall:

a. Assume command and ensure that the crime scene is secured.

b. Immediately notify the Precinct/Section Commander, or Division Commander and
the IIU Commander of the member's status.
] If the above commanders are not available, the CDO shall be notified.

C. Ensure the investigating deputy/detective conducts a thorough and complete
investigation.

d. Ensure that an arrest is made in cases where probable cause exists to arrest a primary
aggressor when he/she is alleged to have committed:
[ | A felonious assault.
[ ] An assault that resulted in bodily injury (including pain or complaints of pain) to

the victim, whether observable by the responding deputy(s) or not or
[ | Any physical action intended to cause another person reasonably to fear serious
bodily injury or death.

e. Ensure that an arrest is made when it is a mandatory requirement for a Court Order
Violation.

f. If the offender has left the scene, the responding deputies/detectives shall make every
effort to locate and arrest the offender and document such efforts in the incident report.

g. Relieve the member from duty in accordance with G.O. 3.03.015 (Emergency Relief from
Duty).

h. Relieve an accused commissioned deputy/officer of his/her service weapon whenever an

arrest is made.

[ ] All other firearms owned or at the disposal of the accused deputy/member should
be removed to further ensure the victim's safety, in accordance with established
legal practice and case law.
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i. Immediately notify the highest ranking on-duty supervisor of an accused officer/member if
that person is from another jurisdiction.

] When responding to domestic violence complaints involving police officers from
other jurisdictions, deputies, investigators, and supervisors shall follow the same
procedures as if they were responding to a domestic violence complaint involving
a member of the Sheriff's Office.

j- Provide the victim with DVPA form with incident number, provide the victim with relevant
resources (i.e., shelters, community services, the VINE Program, legal remedies, etc.),
as required by RCW 10.99.030 (7) and document this in the incident report.

k. If needed offer, arrange, or facilitate transportation for the victim to a hospital for
treatment of injuries or to a place of safety or shelter.

l. Remain at the scene until the situation is under control and the likelihood of further
violence has been eliminated.

m. Notify the Precinct/Section, or Division Commander and the [IlU Commander of the
member's status and the actions that were taken.

u If the above commanders are not available, the CDO shall be notified.
n. Ensure the entire case file is sent to 1IlU and a copy to the Precinct/Section Command
staff and the Domestic Violence Unit before securing from duty.

[ | Ensure the IRIS documents have been placed in a “Secured” status after
approval of the incident report.

o. Whenever a member is involved in a domestic violence call that results in a non-arrest,
the supervisor shall submit a report explaining any and all reasons for the action.

3.02.040
CRIMINAL INVESTIGATIONS: 06/05

Responsibility to complete criminal investigations of a domestic violence incident involving a Sheriff's
Office deputy/member shall rest with the appropriate CID Unit.

1.

2.

The investigating detective shall conduct the criminal investigation as he/she would any other
criminal investigation.

If the victim reports previous or additional criminal activity, each incident shall be documented in
an incident report and investigated thoroughly.

] The investigator's supervisor shall be notified immediately if previous or additional
criminal activity comes to light.

The Sheriff’'s Office shall thoroughly complete the investigation and promptly refer the charges to
the appropriate Prosecutor’s Office for a filing decision, even if the victim recants or refuses to
cooperate with the prosecution.

The investigator assigned will establish a liaison with the prosecuting attorney for each case. The
investigator shall present the information to the prosecutor for proper action in a timely fashion
and request that the prosecuting attorney, in turn, make timely decisions about the adjudication of
the case.

Filing of court papers/complaints shall be requested as with any other case by the investigator for
criminal prosecution.
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3.02.045
ADMINISTRATIVE INVESTIGATIONS: 06/05

All alleged incidents of deputies/members involved in domestic violence will be investigated
administratively by the Sheriff's Office. The Sheriff's Office may take administrative action, in advance of
criminal proceedings, to ensure that Sheriff's Office members adhere to all policies.

1. All alleged involvement in domestic violence by members of the Sheriff's Office will be
investigated by the Internal Investigations Unit.

2. The Sheriff’'s Office shall take immediate administrative action that may include reassignment, or
placing a deputy/member on administrative leave.

3. The Sheriff's Office will establish a consultative relationship with a domestic violence specialist to
ensure appropriateness of response to each administrative investigation.

4. The Internal Investigations Unit shall provide regular updates to the victim’s assigned contact
person.

3.02.050

VICTIMS OF DOMESTIC VIOLENCE: 06/05

1. The confidentiality and safety of the victim are of the utmost importance to the Sheriff’s Office.
The supervisor of the Domestic Violence Intervention Unit shall designate a contact person for
the victim to be available for victim's questions and concerns.

] This person should not be involved in the investigation of the incident.
3. This person shall be responsible for:

Checking on safety of victim.

Outlining for the victim the parameters of criminal and internal investigations.

Potential repercussions.

Providing copies of Sheriff’'s Office DV policies.

Conveying victim's input.

Informing victim of next steps throughout the process.

Providing information about public and private domestic violence advocacy resources.
Provide information related to the relevant confidentiality policies related to the victim’s
information and public disclosure laws.

S@mooo0To

3.02.055
BACKGROUND INVESTIGATIONS: 06/05

1. The Sheriff's Office shall conduct thorough background investigations of all new lateral and entry-
level applicants considered for employment.

2. All applicants shall be questioned about past allegations, arrests and/or convictions of domestic
violence, sexual assaults and stalking as well as past and present protective orders.

3. All applicants will be given a polygraph examination which will include questions about past

allegations, arrests and/or convictions of domestic violence, sexual assaults and stalking as well
as past and present protective orders.

[ ] Applicants seeking a commissioned position will also be given a psychological
examination.
4, Any applicant considered for employment who has committed violence, such as domestic

violence, child abuse, elder abuse, stalking, animal cruelty, sexual assaults, etc., will not be
employed by the Sheriff's Office.
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3.03.000 INVESTIGATION OF PERSONNEL MISCONDUCT

3.03.005
POLICY STATEMENT: 09/12

A law enforcement agency must maintain a high level of personal and official conduct if it is to command
and deserve the respect and confidence of the public it serves. Rules and regulations governing the
conduct of members of the Sheriff's Office ensure the high standards of the law enforcement profession
are maintained. The purpose of this section is to provide guidelines concerning the investigations of
member alleged misconduct. It is the Sheriff's Office policy to promptly, thoroughly and fairly, investigate
alleged misconduct involving its members. Supervisors and Commanders who are assigned to review
complaints shall ensure that all complaints are appropriately investigated and documented according to
the procedures established in this policy. Nothing in this policy prohibits a supervisor or command staff
from taking corrective action if they observe a circumstance that requires immediate attention.

3.03.010
DEFINITIONS: 09/12

For the purpose of this policy:

“Administrative Leave” means when a member is placed on leave with pay and benefits after being
involved in a traumatic incident, during an investigation involving the member’s conduct or his/her ability to
perform essential functions of his/her job, and it is determined that circumstances exist that make the
immediate removal of the member in the best interests of the Sheriff's Office. Such leave is not a
disciplinary action and is not subject to appeal.

“Blue Team” is a web-based computer program used to input employee performance issues.

“Emergency Leave” means when a member is placed on temporary leave with pay and benefits when it
is determined that circumstances exist which make the immediate removal of the member in the best
interests of the Sheriff's Office. Such leave is not a disciplinary action and is not subject to appeal.

“Formal Investigation” means steps taken by the investigator assigned to investigate a complaint of
misconduct and prepare the final investigative report.

“Garrity Rights” means the member is required to fully cooperate with an administrative investigation and
failure to cooperate may result in employment termination and the information obtained from the interview
cannot be used in criminal proceedings. (Garrity v. N.J., 385 U.S. 493, 1967)

“Internal Investigations Advisory Committee” is made up of the Prosecuting Attorney’s Office, Labor
Relations and Sheriff's Office personnel which meets to advise the IlU Commander or other Sheriff
Commanders on legal issues on cases they present to the committee.

“Inquiry” is an entry into Blue Team that documents any communication directed to a member of the
department which, if true, alleges misconduct by any member of the Sheriff's Office.

“Loudermill Hearing” means when there is a proprietary loss (e.g., suspension, demotion, termination,
etc.); the member has the right to meet with the Sheriff. The member will then be given the opportunity to
speak on his/her own behalf as to why the recommended discipline should not be imposed in the matter.
(Cleveland Board of Education v. Loudermill, 105 S. Ct 1487, 1985)

“Major Investigation” means the alleged violations, if sustained, would likely result in suspension,
demotion, termination or the filing of criminal charges.

“Member” means any person whether paid, unpaid, temporary, permanent, intern, probationary, volunteer,
appointed, non-appointed, commissioned, or non-commissioned, who is employed or supervised by the
King County Sheriff's Office.
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“Minor Investigation” means the alleged violations, if sustained, may lead to discipline up to a written
reprimand or may be handled outside the disciplinary system.

“Misconduct” means any violation of laws, ordinances, Sheriff's Office or King County rules, regulations or
procedures.

“Non-Investigative Matter” (NIM) is a concern expressed by a citizen that, if true, is not an allegation of
misconduct.

“Performance Related Training” (PRT) means that a reported or observed policy violation is handled
outside the disciplinary system as a training matter.

“Personnel Complaint” means any allegation of member misconduct received from any source.

“Preliminary” is an entry into Blue Team used to document any reported or observed possible violations of
policy.

“Preliminary Investigation” means steps taken by a supervisor or IIU to determine if an alleged complaint
is potential misconduct.

[ ] Except in unusual circumstances, (i.e., complainant intoxicated, incapacitated, etc.) the
preliminary investigation is not complete until an interview of the complainant has been
conducted.

“Progressive Discipline” means the escalation in the level of discipline imposed on a member based on
previous sustained incidents that are similar in nature and/or have a common theme.

“Representative” means an official of a member's collective bargaining agency.

“Supervisor’” means any commissioned employee of the rank of sergeant or above or any professional
staff employee who is designated as a supervisor by virtue of his/her job title.

“Supervisor Action Log” (SAL) is an entry into Blue Team used to document a supervisor action related
to observed or reported minor policy infractions.

“Weingarten Rights” means when a member reasonably believes an interview will result in discipline,
the member has a right to Guild/Union representation. (NLRB v J. Weingarten, 420 U.S. 251, 1975)

3.03.015

MISCONDUCT COMPLAINTS (NON CRIMINAL): 11/12

1. Members of the Sheriff's Office will accept all complaints of misconduct.

2. All members receiving complaint information shall maintain the confidential nature of such
information.

3. Members receiving allegations shall refer all complaints to his/her supervisor or an on-duty
supervisor at the accused member's work location in a timely manner.

4. Whenever a member believes that misconduct has occurred, the member shall notify their

supervisor in a timely manner.
5. Failure to notify a supervisor of a complaint may result in discipline.
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3.03.020
CRIMINAL CONDUCT COMPLAINTS: 10/09

1. It shall be the responsibility of all members to immediately notify an on duty supervisor when, by
observation or receipt of information, there is cause to suspect a member, whether on or off-duty,
has committed a crime.

[ ] Normal criminal investigation procedures shall be followed during the investigation of all
alleged criminal violations.

2. When an on-duty supervisor receives notification or information that a member has been
arrested, charged, or is accused of committing a crime, the on-duty supervisor shall:

a. Immediately notify the CDO and the accused member’s Precinct/Section Commander.
b. Ensure that appropriate law enforcement action has been initiated in a manner consistent
with the appropriate guidelines in 3.03.215 or 3.03.220.

3. Any alleged violations of laws or ordinances shall be investigated by the appropriate police
agency or assigned to the appropriate investigative unit.

3.03.025
COMPLAINT PROCEDURES WHEN RECEIVED BY A SUPERVISOR: 04/14

When a supervisor receives a misconduct complaint, or observes a possible violation of policy, the
supervisor shall:

1. Take action to prevent aggravation of the incident.
Take a recorded statement from the complainant and non department member witnesses for
complaints considered to be more than a minor infraction.

3. Immediately enter the information in Blue Team as a “Preliminary” and forward it to llU via the
chain of command.

3.03.030
COMPLAINT PROCEDURE WHEN RECEIVED IN IIU: 09/12

Whenever 1lU receives a complaint of misconduct or becomes aware of misconduct, either directly, or
through the chain of command, the 1IU investigators shall take an initial statement from the complainant and
conduct a preliminary investigation to determine if the complaint will be investigated in 1IlU or to be
investigated at the Precinct/Section level.

1. If the complaint is not an allegation of misconduct, the incident shall be entered on Blue Team as a
Non-Investigative Matter (NIM) and forwarded to the worksite supervisor for informational purposes.
2. If the alleged or observed policy infraction is minor, the incident shall be classified in Blue Team as

a Supervisor Action Log (SAL) and routed to the supervisor and HR. A supervisor may resolve
these incidents and immediately take necessary action, but shall document the incident and actions
taken. Minor infractions may include:

Tardiness.

Uniform and equipment violations.

Personal appearance infractions.

Minor omissions in assigned duties.

Minor regulations concerned with efficiency or safety.

3. If the complaint is an allegation of misconduct, the details of the incident will be entered in Blue
Team as an inquiry and investigated by 1IU. The initial complaint and classification will be forwarded
to the supervisor for information and routed up the chain of command.
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3.03.035
COMPLAINT PROCEDURES WHEN RECEIVED BY A COMMANDER: 11/12
1. When a Commander receives a “Preliminary” for review, the Commander shall:
a. Review the Blue Team entry for completeness.
b. Complete a Preliminary Complaint Submission Form and attach it to the Blue Team entry.

C. Forward the “Preliminary” to 1lU and (and cc the command staff in Blue Team) with a
recommendation for Classification and Preliminary Finding:

u Classification: SAL, NIM or Inquiry.

[ | Preliminary Finding: Close with no further investigation, Return to supervisor for
additional investigation and documentation, Request IIU investigation or return to
Zone/Section for follow.

3.03.040
EMERGENCY RELIEF FROM DUTY: 10/09

Any supervisor may relieve a member from duty in an emergency when it appears such action is in the
best interest of the public and the Sheriff's Office. Conditions for emergency relief from duty may include
but are not limited to:

Commission of a crime.

Under the influence of either alcohol or drugs.

Alcohol on breath.

Apparent psychological problem.

Apparent inability to perform the essential functions of his/her job.
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The supervisor imposing the emergency relief from duty shall:

1. Notify the CDO, the member's Precinct/Section Commander, and the Division Commander of the
action taken.
2. Complete a Blue Team Inquiry before securing from duty and forward to the Precinct/Section

Commander via the chain of command.

| Forward the original report directly to the Division Commander of the relieved member.

3. Instruct the member to be available during regular business hours, unless excused from such
requirement in writing by the Division Commander.
4. Members, subjected to emergency relief from duty, may be placed on paid administrative leave,

with approval of the member’s Division Commander.

3.03.045
ADMINISTRATIVE LEAVE: 10/09

A member is placed on administrative leave with pay and benefits because of a traumatic incident, or
during an investigation involving the member’s conduct or his/her ability to perform essential functions of
his/her job, and it is determined that circumstances exist that make the immediate removal of the member
in the best interests of the member and the Sheriff’'s Office. Such leave is not a disciplinary action and is
not subject to appeal.

1. Administrative leave shall be approved by the member’s Division Commander.
Notification of administrative leave shall be coordinated with the IIlU Commander no later than the
next business day if there is a likelihood of 11U involvement.

3. Members on administrative leave shall not engage in any law enforcement activities.
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4, Members shall notify their supervisors as to where they can be reached, and must be available
during regular business hours, unless excused from such requirement in writing by the Division
Commander.

5. Any member placed on administrative leave for a drug or alcohol related incident will be required

by the Division Commander to undergo a drug or alcohol assessment prior to being allowed to
returning to duty.

3.03.050
INTOXICATION COMPLAINTS: 10/09

If a citizen or member alleges that an on-duty member is under the influence of either alcohol or drugs, the
member taking the complaint shall immediately contact the accused member's supervisor.

The accused member's supervisor shall:

1. Immediately contact the accused to determine if there is a basis for the allegation and if so:
a. Take the accused to the nearest workstation with a BAC Datamaster.
b. In the presence of a witness, ensure a test for intoxication is completed.
C. If drugs are suspected, utilize a Drug Recognition Expert.
2. If the allegation is supported, the member refuses to test for intoxication, or there is reasonable

belief the member is impaired by drugs or medications.

a. Pursuant to 3.03.040, relieve the member from duty.

b. Notify the CDO and Precinct/Section Commander.

C. Arrange for transportation to member’s residence.
3. Complete a Supervisor's Incident Review before securing from duty.
4. Forward the original reports to IIU via the chain of command.
3.03.055

USE OF FORCE COMPLAINTS: 09/12
When a complaint alleges excessive use of force by a member, the on-duty supervisor shall:
1. Photograph the person’s injuries or claimed injuries whether visible or not.
| Documentation of the lack of visible injury can be very important evidence.
2. Obtain statements from complainant and witnesses.
[ ] If possible, obtain recorded statements.
Request that the person be examined immediately by a physician.
Request that the person sign a Release of Medical Information (KCSO Form #B-137).
Identify unavailable witnesses to the alleged misconduct who may be currently unavailable.

Forward a Blue Team “Preliminary” in addition to a Blue Team Use of Force report to 1lU via the
chain of command.
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3.03.060
COMPLAINTS INVOLVING [lU PERSONNEL: 08/12

1. Complaints alleging misconduct involving IIU personnel shall be forwarded directly to the Sheriff.
2. The Sheriff shall appoint personnel from outside 11U to conduct the investigation.
3. Completed investigations shall be maintained in I1U.
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3.03.065
COMPLAINTS AGAINST OTHER AGENCY MEMBERS: 10/09

On-duty members reporting alleged misconduct involving members of other agencies shall complete and
forward an Officer's Report directly to l1U.

3.03.070

INTERNAL COMPLAINTS: 10/09

Members who have knowledge of alleged misconduct, committed by other members shall notify a
supervisor or |lU in a timely manner.

3.03.075

ANONYMOUS COMPLAINTS: 10/09

In cases of anonymous complaints, receiving supervisors or llU investigators will use their discretion in
evaluating whether there is sufficient information for follow-up or further investigation.

1. If, after a preliminary investigation and when feasible, the complaint is not supported by some
corroborating facts or evidence, the complaint will be entered as an inquiry.
2. If the preliminary investigation does develop some corroborating facts or evidence, it will be

handled in the same manner as any other complaint.
3.03.080
[IU MONITORING AND OVERSIGHT RESPONSIBILITIES: 11/12
When a complaint of misconduct is received, the IU Commander shall:

Ensure the Complaint Report and associated paperwork has been completed.

1.
2. Ensure a preliminary investigation has been completed.
3 Ensure the Sheriff is notified when the complaint is:

a. Likely to be a news worthy event, regardless of whether or not the media has found out
about it.

b. A use of force complaint that is criminal in nature.

C. A criminal investigation against a member regardless of whether is internally or externally
investigated.

d. Willful misconduct that could potentially result in termination

e. Involving a member of the command staff.

4. Assign the complaint for formal investigation.

a. IIU will investigate misconduct complaints that are egregious, repeated, criminal, or an
abuse of, authority, complex or ordered by the Sheriff.

b. If the complaint is not investigated by 11U, the member's Zone/Section Commander will be

notified by 1lU that the investigation is to be assigned to a supervisor.
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5. Ensure all alleged misconduct complaints are investigated in a timely manner.
[ | Timely notification to a member is crucial so the member has the ability to recall the event.

6. Conduct an investigation of a complaint when required.

7. Monitor all complaint investigations and maintain all records, including dispositions and actions
taken.

8. Monitor all criminal investigations on members and ensure an administrative investigation is
complete once the criminal investigation is completed.

9. Assist other investigators in complaint investigations when necessary.

10. Conduct an investigation when appropriate for any member who justifiably feels threatened by a
false accusation or a contrived situation.
| Such members may report their situations directly to 11U without reporting to their superiors.

11. Prepare cases for administrative hearings.

12. Provide a weekly status update to the Sheriff of all open internal investigations.

3.03.085

INVESTIGATION CONFIDENTIALITY: 10/09

1.

Personnel complaint investigators and those who review investigations, have a responsibility to
preserve the confidentiality of investigations.

2. Release of information to unauthorized personnel is a serious breach of ethics and could be a
violation of state law.

3. Release of information regarding an investigation shall be only to those who have a right and
need to know and will be released by the IIlU Commander, or designee.

3.03.090

CONFIDENTIALITY ORDER: 09/04

1.

When any member is contacted regarding an internal investigation, the investigator will advise the
member not to disclose any of the information discussed in the interview except with his/her
representative or attorney.

The member will also be told that disclosure of any information, prior to the completion of the
investigation, may result in disciplinary action.

3.03.095
MEMBER NOTIFICATION: 10/09

1.

Accused or withess members will be notified of complaints by the Complaint Notification Report
(KCSO Form A-150).

| Members will be advised if a complaint is a major or minor investigation.

Accused and witness members are not entitled to disclosure of investigative information outside that
contained in their Complaint Notification Report (A-150).
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3.03.100
REQUIREMENT TO COOPERATE: 10/09

1. All members, when ordered to do so, shall fully cooperate in Sheriffs Office administrative
investigations. Administrative investigations are non-criminal investigations into the conduct of
Sheriff's Office members, conducted by either [IU or Sheriff's Office supervisors.

2. Failure to cooperate may result in discipline up to termination.

3.03.105
REPRESENTATION: 10/09

1. Whenever an interview focuses on matters that a member reasonably believes could result in
disciplinary action against any member, the member shall have the right to representation.

[ ] The representative will be an official of the member's collective bargaining agency.
u Non represented members may have another member or an attorney as a representative.

2. Members have the right to an attorney of their own choosing when they are the subject of a criminal
investigation.

3.03.110

IMPARTIALITY: 09/04

1. Any accused member who feels an assigned investigator cannot be impartial during the
investigation of a complaint shall forward his/her concerns in an Officer's Report directly to the 11U
Commander.

2. Any assigned investigator who during the investigation of a complaint, has a potential conflict of
interest, shall forward his/her concerns directly to the lU Commander.

3. The 1IlU Commander shall review the concerns and if need be, assign the investigation to another
investigator.

3.03.115

EXCULPATORY INFORMATION: 09/04

1. Investigators must ensure their completed reports contain all relevant information disclosed
during the investigation.

] This includes evidence that tends to disprove the allegations of misconduct by a member.
2. Omission of relevant information could cause irreversible damage to an otherwise proper
investigation.
3.03.120

SEARCHES AND SEIZURES: 09/04

All searches and seizures conducted during the course of an administrative investigation must be in
compliance with the law.

The search shall be approved by the member’s Division Commander.

The IIlU Commander should be present during any such searches.

The search should be conducted professionally with the member present if possible.

Photographs should be taken before and after the search.

An inventory of items seized shall be given to the subject of the search and or conspicuously placed
at the scene.

b=
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3.03.125
FINANCIAL DISCLOSURE: 09/04

Sheriff's Office members shall not be required to disclose any item of his/her property, income, assets,
source of income, debts or expenditures (including those of any member of his/her household) unless
volunteered or obtained by proper legal procedure, (i.e., criminal investigation, subpoena).

3.03.130
MEDICAL OR LABORATORY EXAMINATIONS: 10/09

Sheriff's Office members shall not be required to submit to any medical or laboratory examination unless
volunteered or obtained by proper legal procedures.

3.03.135
PHYSICAL LINE UPS: 10/09

Sheriff's Office members shall not be required to appear in a line up unless volunteered or obtained by
proper legal procedures. Investigators have access to member photographs on file and may use those
photos in an internal investigation.

3.03.140
FAMILY MEMBERS: 10/09

Members of the employee’s immediate family shall not be contacted and/or asked to give statements in
administrative investigations except when.

1. A crime is alleged to have been committed against a family member.
2. The accused member gives permission.
3.03.145

POLYGRAPH: 01/11

The Employer shall not require any employee covered by this Agreement to take or be subjected to a lie
detector test as a condition of continued employment.

1. Washington State law prohibits the Sheriff's Office from compelling a member to submit to a
polygraph examination.

2. Members shall not be offered a polygraph examination during any administrative
investigation.

3. An accused member that requests a polygraph examination:
a. Must make such a request in writing through his/her bargaining unit representative; and
b. The request shall be approved or disapproved by the Chief Deputy.

4. Polygraph evidence of any kind shall not be admissible in disciplinary proceedings except by

stipulation of the parties.
5. A Sheriff's Office approved polygraph operator shall be used.
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3.03.150
DUE DATES: 10/09

1.

2.

Administrative Investigations must be completed within one hundred and eighty (180) days of the
matter coming to the attention of the Sheriff's Office Command Staff/Captains.

In the event the Sheriff believes an extension beyond one hundred and eighty (180) days is
necessary, and the County establishes an appropriate burden that it has acted with due diligence
and the investigation could not reasonably be completed due to factors beyond the control of the
Sheriff's Office (i.e., extended illness or other unavailability of a critical witness, such as the
complainant or the deputy being investigated, or necessary delays in the processing of forensic
evidence by other agencies), the Sheriff must contact the Bargaining Unit prior to the
expiration of the one hundred and eighty (180) days seeking to extend the time period.

a. Any request for extension based on the unavailability of witnesses shall include a showing
that the witness is expected to become available in a reasonable period of time.
b. A request for extension based upon the above criteria will not be unreasonably denied.

The one hundred and eighty (180) day period shall be suspended when a complaint involving
alleged criminal conduct is being reviewed by a prosecuting authority or is being prosecuted at
the local, state or federal level, or if the alleged conduct occurred in another jurisdiction and is
being criminally investigated or prosecuted in that jurisdiction.

a. In cases of a deputy involved fatal incident, the one hundred and eighty (180) day period
will commence when the completed criminal file is provided to the Prosecuting Attorney,
and will only be tolled in the event criminal charges are filed.

b. In the event an outside agency conducts a criminal investigation of a matter within the
jurisdiction of the County, and the Sheriff's Office receives the completed criminal file with
less than sixty (60) days remaining for the administrative investigation, the Sheriff's Office
will have up to an additional sixty (60) days to complete its administrative investigation.

| However, in no event shall the investigation last more than two hundred and forty
(240) days.

Compliance with this provision is required if findings are to be entered or discipline is to be
imposed. Issuance of a Loudermill notice of intent to discipline will constitute conclusion of the
administrative investigation for purposes of this section.

Nothing in this policy prohibits the County from disciplining (provided just cause exists) a deputy
convicted of a crime.

The accused member(s) shall be notified of any extensions.

3.03.155
INVESTIGATIVE STEPS: 12/11

When initiating an investigation, the assigned investigator shall:

1.

2.
3.

Thoroughly review the complaint forms and attached reports taking note of the due date and any
impending statute of limitations issues.

Gather the facts and keep an open mind at all times.

Identify allegations and related issues to be addressed in the investigation.

] The allegations should specifically list the actions taken, or behavior of the deputy.
Allegations should not contain conclusive statements, (e.g. the deputy kicked the
complainant vs. the deputy used excessive force.)
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4. Gather and review all relevant reports related to the incident (e.g. CAD print outs, Incident Reports,
Officer's Reports, etc.).

5. Send complaint notification (A-150) to the member(s) involved.
] The notification must reasonably apprise the member of what the allegations are and what

information is needed.

6. Obtain statements from all involved parties.

7. Document the steps of their investigation and any action taken.

8. Forward the completed report to the 1IlU Commander via the chain of command.

3.03.160

INTERVIEWING COMPLAINANTS AND WITNESSES: 10/09

1.

RESEARCH BACKGROUND

An investigator should know as much as possible about the person to be interviewed. The
investigator should check records and other sources of information regarding the individuals to be
interviewed.

] The investigator should also check to see if the complainant has filed complaints in the past
and the nature of those complaints.

SCHEDULE INTERVIEW
All interviews, especially sensitive interviews, should be conducted in person.
[ ] If this is not possible, a recorded telephonic statement may be taken.

DEFINE INTERVIEW OBJECTIVES

a. Before the interview, the investigator should have a clear understanding of the interview
objectives.
b. A list of specific, relevant questions should be prepared prior to the interview.
C. The typical interview may have one or more of the following objectives:
[ ] Determine the facts of the investigation.
[ ] Identifying other withesses or accused members.
[ ] Clarifying allegations.
[ ] Resolving discrepancies and inconsistencies.
| Obtaining information regarding motive or alibi.
| Closing loopholes in previous statements.

INTERVIEW LOCATION

Citizen witnesses should be encouraged to come to a Sheriff's Office facility for their interviews. If
this is not possible they may be interviewed at another location.

RECORDING STATEMENTS
a. Except for minor offenses, all formal interviews should be recorded in their entirety.

[ ] This includes statements taken by telephone.
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b. If a written statement has already been taken, an audio statement may not be required if
the needed information has been provided.
C. If a complainant or witness refuses to allow the interview to be recorded, document the

refusal and proceed with the interview, using a court reporter.

] If a court reporter is unavailable complete a written statement.
] This interview should be witnessed by another member.
d. Mark each tape with the name of the person interviewed and the IlIU file number and

forward all transcribed tapes to IIU with the completed investigation.

6. BEGINNING THE INTERVIEW
a. The investigator should begin the interview by:
| Stating the date and time.
| Identifying those present during the interview.
u The reason for the interview.
b. The investigator should allow the interviewee to describe what happened in his/her own
words.
[ ] Each allegation and all relevant issues should be covered with the complainant and
witnesses.
] Each witness should be asked specific questions about each allegation that he/she
can address.
7. UNCOOPERATIVE WITNESSES
If the complainant or civilian witness is unavailable, fails to appear, or refuses to be interviewed,
the investigator should thoroughly document attempts to conduct the interview and then continue
to attempt to complete the investigation.
8. SENSITIVE INTERVIEWS
When an interview involves a sensitive matter, including but not limited to a domestic violence, or a
sexual matter, the interviewer should be sensitive to that fact, and if requested the interviewer
should be the same sex as the person being interviewed. In such cases the interviewer should
consider requesting the assistance of a person with expertise in such interviews.
9. CLOSING THE INTERVIEW
At the end of the interview the witness should be asked if there are any questions and if there is
any other relevant information to add to the investigation.
3.03.165

ADMINISTRATIVE INTERVIEWS: 04/14

1.

An administrative interview is an in-person inquiry with an accused or witness member that is
conducted to investigate alleged misconduct. The following rules shall apply to all administrative
interviews of Sheriff's Office members.

a. Interviews shall be conducted within a reasonable time after an allegation has been
made.
b. Interviews shall be held during the member's on-duty hours whenever reasonable or

possible.
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C. The interview should take place at the member's workstation or in 1lU unless prior
arrangements have been made.

d. Before interviewing the member(s), he/she shall be informed of the name of the person in
charge of the investigation and the name of the person conducting the interview.

e. Advise the member(s) whether he/she is the accused or a witness.

f. Advise the member(s) that he/she are required to cooperate in an administrative

investigation and that failing to do so may result in discipline up to and including
termination from the department.

g. Advise the accused member in writing of the allegations and that the misconduct, if
sustained, could be grounds for administrative disciplinary action.

h. Advise the accused member he/she may have representation present during any
interview.

i. Provide all accused members with copies of their Garrity Rights.
Provide all accused commissioned members with copies of the Peace Officer Bill of
Rights.

—

k. Members being interviewed shall be allowed reasonable intermissions.
l. The scope of the interview shall relate only to the specific allegation(s).
m. All interviews shall be tape recorded unless the member objects.
n. All major investigations interviews will be transcribed.
0. Other investigation interviews will be transcribed at the discretion of the IIlU Commander.
p. Interviews that are not tape recorded by IIU shall be recorded by a court reporter or
stenographer.
q. The member and or entity requesting a court reporter or stenographer shall:
] Pay all appearance fees and transcription costs assessed by the court reporter or
stenographer.
] Make available to the other party an opportunity to obtain a copy of the
transcription.
r. Upon request, provide the member with a copy of his/her statement.
2. This section does not apply to criminal investigation interviews.
3.03.170
PERSONAL INTERVIEWS, CRIMINAL INVESTIGATION: 10/09
1. Criminal investigation interviews shall be conducted by the appropriate police agency, or Sheriff's
Office CID Unit.
] The accused member shall not be ordered to meet with any criminal investigator and/or

give a statement during any criminal investigation.
2. Before interviewing the accused, he/she shall be advised that he/she is suspected of committing a

criminal offense and afforded all his/her constitutional rights.

:Igl-\(l)\?;.é7S5TIGATIVE REPORT FORMAT: 09/12
The investigative report will be submitted in a Blue Team Follow-up Report and shall contain:
1. ACCUSED MEMBER ALLEGATIONS

Allegations should be specific and listed in chronological order.

2. EVIDENCE

a. Evidence is any statement, document, or item that will have a bearing on the investigation.
b. All evidence obtained during the investigation should be listed in the report.
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3. PERSONS INTERVIEWED

List names, addresses and phone numbers.
4. INVESTIGATIVE STEPS

All entries should be prefaced by the date and time of the investigative step.
5. SUMMARY

The investigator will present the results of the investigation in a clear, logical sequence.

3.03.180

STANDARDS OF PROOF: 09/04

1. The standard of proof, in most cases, for an administrative investigation is generally “a
preponderance of evidence.”

2. The standard of proof in cases in which criminal or serious misconduct is alleged, and there is a

likelihood of suspension, demotion or termination, the standard of proof is "clear and convincing"
which is a higher standard than “a preponderance of evidence”.

3.03.185
CLASSIFICATIONS: 09/12
1. UNFOUNDED
[ | The allegation is not factual and/or the incident did not occur as described.
2. EXONERATED
[ ] The alleged incident occurred, but was lawful and proper.
3. NON-SUSTAINED
[ ] There is insufficient factual evidence either to prove or disprove the allegation.
4. SUSTAINED
] The allegation is supported by sufficient factual evidence and was a violation of policy.
5. UNDETERMINED
a. The Precinct/Section Commander is not able to use classifications 1 through 4.
b. This may involve the following:
[ ] The complainant withdraws the complaint.
[ ] The complainant cannot be located.
] The complainant is uncooperative.
] The accused member separates from the Sheriff's Office before the conclusion of
the investigation and the investigator cannot reach another classification.
C. Notwithstanding the above situations, if enough information has been collected to close the

investigation with a classification of 1 through 4, an undetermined classification will not be
used.
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3.03.190
REVIEW AND PROCESSING OF COMPLETED INVESTIGATIONS: 08/12

1.

After completing the investigation, the investigator shall:

eooco

Ensure reports are complete and in the proper format.

Ensure all supporting documentation is present.

Ensure all allegations have been identified.

Forward the report and documents to the [IlU Commander via their chain of command.

The IIU Commander shall:

a.

g.

Review Complaint Reports for completeness and ensure that the guidelines of this chapter
were followed.

[ ] Make recommendations for additional investigation/information if necessary.

Forward completed major investigations or investigations that require special attention, to
the Internal Investigations Advisory Committee.

Forward completed investigations to the member's Precinct/Section Commander for review,
recommendations of classifications and disciplinary recommendations if any.

Ensure the accused member and his/her Precinct/Section Commander are notified in
writing of the disposition of the complaint without unnecessary delay.

Ensure that the complainant have been notified in writing of the final disposition without
unnecessary delay.

[ ] The specific nature of any action taken against him/her shall not be revealed to
the complainant.

In cases where there is a proprietary loss (e.g., suspension, demotion, termination, etc.),
notify the member that they have the right to meet with the Chief Deputy to explain the
circumstances. (Cleveland Board of Education v. Loudermill, 105 S. Ct 1487, 1985)

] This meeting is voluntary and no overtime shall be paid.

Ensure completed investigations are maintained in lIU locked files.

The Precinct/Section Commander shall:

@ oo oTw

Review the completed investigation.

Return investigation if incomplete.

Ensure that all allegations have been identified.

Determine the classification of each allegation.

If needed, meet with the Advisory Committee.

Recommend the appropriate discipline.

Forward completed investigation and recommendations to the Division Commander
without unnecessary delay.

The Division Commander shall:

a.

b.

Review the completed investigation and make recommendations regarding the
administrative actions to be taken.

Return the completed investigation and recommendations to the 1lU Commander without
unnecessary delay.
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5. The Chief Deputy shall:
a. Review those completed investigations that are presented to him/her by the IIU
Commander.
[ | The Chief Deputy may change any findings or decisions involving complaint
investigations.
b. The Chief Deputy may order a reinvestigation into the complaint.
C. Notify the member in writing of either the recommendation and/or disciplinary action to be
taken without unnecessary delay unless this is deferred to the Sheriff.
6. The Sheriff shall:
a. Conduct Loudermill Hearings.
b. Notify the member in writing of either the recommendation and/or disciplinary action to be
taken without unnecessary delay if he/she chooses to do so.
3.03.195

DISCIPLINARY AUTHORITY: 01/11

Except for oral reprimands, all disciplinary actions shall be approved by the Chief Deputy.

3.03.200
DISCIPLINE RECOMMENDATIONS: 01/11

1.

Recommendations of discipline on sustained complaints will be made in writing by the member's
Precinct/Section Commander.

[ | If a member has transferred to a work location other than where the complaint was filed, the
member's previous Precinct/Section Commander may be contacted for disciplinary
recommendations.

2. Discipline should be corrective and not punitive in nature and will be based on the:

a. Seriousness of misconduct.

b. Member's complaint history.

C. Likelihood that the member's actions will be repeated.

3. The disciplinary history of the member can be obtained from IIlU by the Precinct/Section

Commander.

4. Recommendations for discipline made by the Precinct/Section Commander may be adhered to or
changed by the Division Commander or the Chief Deputy.
3.03.205

DISCIPLINARY ACTION: 02/10

Disciplinary actions should be timely, corrective, and not punitive in nature.

1.

Members are subject to disciplinary action consistent with the provisions of the following:

a General Orders Manual.
b Standard Operating Procedures.
c. State and Federal Laws.

d Local Ordinances.
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e. King County rules, including Civil Service Rules.
f. Collective Bargaining Agreements.
2. Disciplinary actions may include, but are not limited to:
a. Oral reprimands.
b. Written reprimands.
C. Transfer.
d. Suspension from duty.
e. Demotion.
f. Termination.
g. Or any combination of appropriate actions.
3. Training and/or professional counseling are not considered discipline and may be used instead of

discipline or in conjunction with other disciplinary actions.

a. The Sheriff's Office may make a training referral or order a member to participate in training
or professional counseling as needed.
[ ] This includes memos of expectations.
4, Personnel actions, including but not limited to transfers, may also be taken when appropriate in

non-disciplinary cases.

3.03.210

NOTICES OF DISCIPLINE: 08/12

1. SERVICE OF DISCIPLINE LETTERS

a.

It is important that discipline letters be served properly to ensure that the member may
exercise the grievance process in a timely manner.

b. Service of discipline letters should be served in person by managers or command staff.
] If this is not possible, the letter will be sent to the member's mailing address via
registered mail.
2. ORAL REPRIMANDS
a. An oral reprimand is the first step in discipline.
[ ] It is used when the specific inadequate performance does not amount to a written
reprimand but needs to be included in the disciplinary process.
b. The oral reprimand will be documented by time, place, and a brief description of the
discussion with the member and will be forwarded with the completed investigation to 11U.
C. A copy of the documentation will be placed in the member's worksite personnel file.

] The documentation shall remain in the member’'s worksite personnel file for three
(3) years unless used in a subsequent disciplinary action within the same three (3)
year time period.
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3. WRITTEN REPRIMANDS
a. A Written Reprimand is a formal written notice to the member regarding misconduct.
] It is appropriate for specific inadequate performance or repeated offenses which an
oral reprimand or corrective counseling has not corrected.
[ ] It is intended to provide the member with a written record indicating that the
specific corrective action must be taken to avoid more serious disciplinary action.
[ ] It may be given as the first step in formal discipline.
b. The Written Reprimand shall remain permanently in the member’s personnel file.
4. SUSPENSION AND TERMINATION LETTERS
a. The Internal Investigations Unit will prepare all suspension and termination letters for the
Sheriff.
b. Termination letters will include the reason for and effective date of the termination.
C. Human Resources will provide the individual with information on their benefits after
termination.
3.03.215
CRIMINAL CONDUCT, INSIDE UNINCORPORATED KING COUNTY OR CONTRACT
CITY: 09/04

Criminal Conduct Non-traffic and in-Progress:

1.

2.

If a member is apprehended during or immediately following the commission of a crime, he/she will
be afforded all their rights as any other citizen in King County.
The on-duty supervisor shall:

a. Screen the arrest to ensure it is appropriate and the appropriate documentation is
completed correctly.
b. Ensure the member has been advised of his/her constitutional rights and allowed to

exercise those rights.

C. Notify the CDO and Precinct/Section Commander.

d. Relieve the member from duty in accordance with 3.03.040.

e. Complete a Supervisor's Incident Review with a copy of the entire case file to 1IlU and a
copy to the Precinct/Section Command staff before securing from duty.

f. Forward the original case packet to the appropriate CID Unit via the chain of command.

Criminal Conduct Non-traffic and not in-progress:

1.

When there is probable cause to reasonably believe a member is responsible for the commission of
an alleged crime that is non-traffic and not in-progress, an Incident Report shall be completed and
submitted by the supervisor receiving the information.

Forward the original case packet to the appropriate CID unit.

Forward a copy of the case packet to 1lU and the Precinct/Section Command staff.

Criminal Traffic:

Members, apprehended after the commission of a criminal traffic offense, shall be treated in the
same manner as any other citizen in King County.

If a citation is to be issued, the on-duty supervisor shall conduct an on-scene review to ensure that
proper procedures are followed.

Forward a copy of the citation and any related reports directly to [lU and the Precinct/Section
Commander.
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3.03.220
CRIMINAL CONDUCT OUTSIDE UNINCORPORATED KING COUNTY OR CONTRACT
CITY: 10/09

1. When a member is notified that another member is or has been arrested by another jurisdiction,
that member, receiving notification shall immediately notify IIU or any on-duty supervisor.
2. The on-duty supervisor shall:

a. Immediately notify the CDO and the appropriate Division Commander.

b. Ensure that normal criminal investigation procedures are followed during the investigation
of all alleged violations of any law.

C. If needed, relieve the member from duty in accordance with 3.03.040.

d. Ensure that a preliminary administrative investigation is completed and forwarded to IIU

whether or not the arresting agency pursues the criminal investigation.

3.03.225

PRESENTATION TO THE PROSECUTOR: 09/04

1. When a complaint involves criminal allegations, the completed investigation should be presented to
the appropriate prosecutor for the consideration of filing charges prior to any llU investigation.

2. If the prosecutor requests additional steps, before a filing decision is made, the investigator shall
comply with the request and inform the [IlU Commander if the requests are significant.

3. When a decision has been reached by the prosecutor, the investigator shall inform the 1lU

Commander and the member's Division Commander.

3.03.230
CORRECTIVE COUNSELING MEMORANDUM: 02/13

A Corrective Counseling Memorandum is written notification from a supervisor to a member addressing
minor training deficiencies.

1. Corrective Counseling is:
a. Not disciplinary action.
b. Notification of undesirable conduct.
C. Documentation for evaluations.
| Corrective Counseling Memos may not be referenced in an evaluation because
they are temporary in nature, but the behaviors that led to the memo should be
addressed.
d. Documentation for subsequent disciplinary action.
2. Corrective Counseling may be issued without an IlU investigation.
3. The memorandum shall contain:
a. A description of the conduct or behavior requiring counseling.
b. The steps taken to prevent recidivism.
C. Expectations of future performance.
4. Corrective Counseling Memoranda shall be retained in the member's personnel file for one (1) year

from the date of issuance, unless used in a subsequent disciplinary action within the same one (1)
year time period.

5. Corrective Counseling Memoranda shall be approved and signed by the member's Zone/Section
Commander or Section Manager prior to being given to the member.
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6.

7.

Once signed by the member, the supervisor shall make a copy of the fully signed memo for the

member and rout the original to the Personnel Unit.

The supervisor shall document issues and discussions in Blue Team as a SAL and include a PDF of

the fully signed memo as an attachment.

CORRECTIVE COUNSELING MEMORANDUM FORMAT: 02/13

TO: (Department Member Name) DATE:
FROM: (Supervisor Name) VIA: Chain
SUBJECT: CORRECTIVE COUNSELING

(Detailed description of conduct requiring counseling and expectations of future performance.
This memorandum serves as documentation of the corrective counseling given and is not disciplinary action.

This memorandum shall be in your Department personnel file for one year (Refer to GOM 3.03.230).

Approved: Date:
(Zone/Section Commander)

| hereby acknowledge receipt of this Corrective Counseling Memorandum.

Date: Time:

(Department Member Signature)

cc: Personnel File (receipted copy)
Unit/Section File
Division Commander
Department Member

3.03.235
WRITTEN REPRIMANDS: 01/11

1.

When disciplinary action requires a written reprimand, the following information shall be provided

in a Memorandum:

a. Date(s) of the violation.

b. Type of violation.
[ ] Reference the specific authority covering the violation.

C. Concise and specific description of the violation.

d. Steps taken to prevent recidivism.
“This Written Reprimand will become part of your permanent file”.

e. Written Reprimands require the approval of the member's Division Commander and the
Chief Deputy.

The written reprimand will be prepared by the IIlU Commander, Precinct/Section Commanders or

Managers.
Written Reprimands shall be approved by the Division Commander and the Chief Deputy.
The Written Reprimand shall remain permanently in the member’s personnel file.
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WRITTEN REPRIMAND MEMORANDUM FORMAT: 01/11

TO: (Department Member Name) DATE:
FROM: (Submitting Authority) VIA: Chain
SUBJECT: WRITTEN REPRIMAND

Pursuant to your actions on May 1st, 2002 involving your off-duty participation without an Off-Duty Work Permit, a
Department level investigation was conducted.

You have been found in violation of G.O. 4.03.015 in that you failed to obtain a Secondary Employment Permit for
“The Flying Zamboni Circus.”

The correct Department procedures regarding this violation have been reviewed by you and your supervisor.
This written reprimand will become part of your permanent Department personnel file. (Refer to G.O. 3.03.235).

APPROVED: Date
(Division Commander)

APPROVED: Date:
(Chief Deputy )

I hereby acknowledge receipt of the above written reprimand.

Date: Time:

(Department Member Signature)

cc: IIU File
Personnel File (receipted copy)
Division Commander
Department Member

3.03.240
GRIEVANCE PROCEDURE: 10/09

Members, who feel aggrieved, shall follow the grievance procedures outlined in either their applicable
Collective Bargaining Agreements or Civil Service Rules.

3.03.245

ANNUAL ANALYSIS: 01/11

1. The Internal Investigations Unit Commander will compile an annual statistical summary report of
all complaints and internal investigations to determine any trends or patterns.

2. The Commander will evaluate training needs or policy changes and make recommendations to
the Sheriff via the Chief Deputy.

3. Copies of the report will be given to the Chief Deputy for dissemination to the public and Sheriff’s

Office Members.

| A copy of the report shall be placed in the accreditation files.
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3.03.300 MEDIATION PROGRAM

3.03.305
INTRODUCTION: 01/14

The King County Office of Law Enforcement Oversight (OLEQO) and the Sheriff's Office have established
a voluntary deputy-citizen mediation program. The program shall provide an alternative method to resolve
citizen complaints by allowing willing citizens and deputies to meet under the guidance of a professional
mediator to discuss and resolve their differences. The OLEO and the Sheriff's Office shall establish
standards and guidelines for determining when a particular complaint may be referred to mediation.

Prior to the complainant agreeing to utilize the mediation process to resolve the complaint, the OLEO
shall explain the mediation process to the complainant, including that if the deputy participates in good
faith, the deputy will not be subject to discipline and the complaint will be administratively dismissed.

3.03.310
USING MEDIATION: 01/14

A complaint may be considered for mediation if it resulted from a failure to communicate or a lack of
communication such that the allegation would be resolved better through mediation than through the
formal disciplinary process. These cases include allegations of conduct that have more than a minimal
negative impact on the operations or professional image of the department; or that negatively impact
relationships with other deputies, agencies, or the public. Past or current complaint history of the
employee, previous mediation history, and any record of prior complaints by the citizen, may be taken into
consideration when determining whether a complaint should be considered for mediation.

1. Mediation should be used when complaints include:
a. Courtesy.
b. Use of Profanity.
C. Procedural Issues related to vehicle stops.
d. Other procedural issues:
[ ] Why was | handcuffed?
[ ] Why was | not allowed to leave?
[ ] Why was a report not taken?
e. Vehicle Operations (speeding, sirens, code responses).
2. The use of mediation should be evaluated on a case-by-case basis for complaints involving:
a Racial, gender, sexual orientation, or other biases.
b. Racial profiling, or other.
3. Mediation should not be used when complaints involve:
a. Use of force.
b. Sexual harassment.
C. Cases involving employees with a history of numerous citizen complaints.
d. Allegations of criminal misconduct.
e. Cases where there are criminal charges pending from the underlying contact with the

deputy.
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4, Complaints that, if the allegations were determined to be true would likely result in termination,
demotion, or suspension, will not be considered for mediation.
5. Mediation will not be offered as an alternative remedy to discipline if a deputy has participated in

two (2) mediated complaints within a twelve (12) month period.

3.03.315
MEDIATION SESSIONS: 01/14
1. A mediation session is:
a. An alternative to the traditional complaint and disciplinary process.
b. A voluntary, confidential process where a trained mediator helps citizens and deputies talk
and listen to each other.
C. A chance for deputies to hear how their actions affected citizens and vice versa.
2. A mediation session is not:
a. A process to make judgments about who is right or wrong.
u No evidence or witnesses are required.
b. A session where parties have to leave in agreement.
C. A session where parties are forced to shake hands and make up.
3. Some benefits of the mediation session are:
a. Mediation allows deputies and citizens to resolve complaints themselves, rather than
depend on the judgment of others.
b. Mediation is more satisfying than the regular complaint process.
C. Mediation can make a real difference in the understanding, attitude and behavior of the
participants.
d. Mediation can improve relationships between the organization and the community.
4. Mediations sessions are confidential:
a. All participants sign a legally binding confidentiality agreement.
b. The contents of a mediation session are not subject to subpoena or discovery.
[ ] The one exception is where mandatory reporting requirements apply for certain

admissions of criminal acts by any party.

C. Labor and/or legal representatives are not allowed to participate.

3.03.320

MEDIATION PROCESS: 01/14

1. The party making the complaint would be offered the option of mediation during the initial
phases of the complaint process; it is first and foremost the complainant's choice.

2. Potential mediation cases will also be reviewed by the OLEO and the selection approved by the
OLEO and the Commander of I1U.

3. If the deputy also agrees to mediation, the session is scheduled for a mutually agreeable time
and place (including evenings and weekends).

4. If both parties agree to the mediation, a mediation session will be coordinated within thirty (30)

days of the agreement.

[ ] The parties will be notified of the mediation time and location.
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5. A professional mediator will be provided by King County’s Office of Alternative Dispute
Resolution.

6. Mediation will occur at a location identified by the selected mediator.

7 The selected mediator may meet with the parties together, separately, or both and review the
incident in a non-confrontational manner.

8. The 180-day timeframe for completion of internal investigations is tolled after both parties agree
to mediation. The timeframe is restarted upon notification that the deputy failed to participate in
good faith.

3.03.325

REPORTING: 01/14

The mediator will inform the OLEO Director of the completion of the mediation session and
whether the deputy participated in good faith.

The OLEO Director will then inform the 1IlU Commander that the matter was resolved by
mediation.

If the mediator determines that the deputy did not participate in good faith, the complaint will be
processed as would have been done in the absence of the offer of mediation.

[ ] This finding is not subject to challenge.
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3.04.000  PERFORMANCE APPRAISALS

3.04.005
POLICY STATEMENT: 11/09

It is the policy of the Sheriff's Office to provide an objective and fair means of measurement for recognition
and training needs regarding work performance of employees according to prescribed guidelines of a
specific job assignment.

3.04.010
PERFORMANCE APPRAISAL REPORTS: 09/13
1. Supervisors shall complete the Performance Appraisal Report (PAR) (KCSO Form P-103)
alphabetically by the first letter of the last name in the following schedule:
A January
B February
CD March
EFG  April
HI May
JKL June
M July

NOPQ August

RS September
TUV  October

W November
XYZ December

2. The PAR shall be submitted by the end of the following month listed in the schedule (e.g. reports
for January will be submitted by the last day of February.)

3. Supervisors shall annually submit the PAR for all department members under their command.
a. Probationary and provisional department members (except deputies) and persons

employed under grants or public employment programs shall be reviewed on the third
(3rd), sixth (6th), ninth (9th), and eleventh (11th) months.

[ ] The period between the eleventh month appraisal and the next appraisal shall
not be less than two (2) months nor more than fourteen (14) months.

b. Student-Deputies shall be reviewed at every three (3) weeks during Phase |l of training,
then monthly during their probationary period.

4. Supervisors may submit more frequent PAR's as necessary.
a. Notify the Personnel Unit in writing if more reporting is necessary.
b. Notify the Personnel Unit in writing when routine reporting has been reinstated.
5. When an employee’s work performance is overall unsatisfactory, the supervisor shall give the

employee written notification of the unsatisfactory performance ninety (90) days prior to the
employee’s assessment.

6. Merit pay eligible employees shall be evaluated following the schedule established by the County’'s
Human Resources Division after the employee has passed probation.
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3.04.015
EXIT APPRAISALS: 01/14

Supervisors will complete an exit appraisal no later than ten (10) working days when:

1. A member transfers from one position to another.
2. A member separates from the department.

[ ] A copy of the exit appraisal will be delivered to the involved member.

3.04.020
APPRAISALS, REQUIREMENT TO SIGN: 11/09

Department members shall sign the PAR.

3.04.025
APPRAISALS, APPEAL OF: 11/09

1. Represented employees may appeal the performance appraisal using the process outlined in

their collective bargaining agreement.

2. Non-represented employees may appeal the performance report using the process outlined in the

King County Personnel Guidelines.

3.05.030
RETENTION: 11/09

1. The Performance Appraisal Report will remain in the employee’s personnel file.

2. The PAR will be destroyed according to the Washington State Record Retention Schedule once the

employee has left the department.

3.04.035
TRAINING: 11/09

Newly promoted members will receive training on the use and completion of the Performance Appraisal

Report.
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3.05.000 EMPLOYEE PERFORMANCE APPRAISAL REPORT

3.05.005
INTRODUCTION: 11/09

Performance appraisals are designed to document an employee's work performance that is weighed
against set department standards. Evaluating employees on a regular basis is beneficial to the employee
and to the department. The department formally recognizes the value of the employee. The employee's role
in helping the department to achieve its long term goals and objectives is clarified and reinforced. The
employee's strengths and weaknesses are identified and goals are set to develop the employee's skill and
proficiency. Performance appraisals assist in making job related decisions regarding training, work
assignments, approval of off duty employment, disciplinary action and job retention. The presentation of the
appraisal also provides an opportunity for a supervisor to discuss work performance goals, training plans
and career development with the employee.

3.05.010
PERFORMANCE REVIEW AND TRAINING: 12/94

A primary responsibility of the supervisor is to develop quality employees through training. Evaluating the
employee is an essential element of the training process. Training is done in many ways, but the basic
principles of training are the same. The principles include:

1. Explaining
[ ] Supervisors must tell the employee how to do the job.
2. Demonstrating
u Supervisors must show the employee how to do the job.
3. Observing Performance
u Supervisors must have the employee demonstrate that he/she knows how to do the job.
4. Evaluating
[ ] Supervisors must examine and document the results of the employee's efforts to

determine if the employee has learned what he/she have been told and shown.

3.05.015
EMPLOYEE INFORMATION AND PREAMBLE: 11/09
1. The employee information portion of the Performance Appraisal consists of:
a. Basic employee identification information.
b. Dates encompassed by this performance appraisal.
C. The employee's status, (permanent/probationary/other).
d. Training scores and/or expiration dates; and
e. The rater's name, rank and the associated signatures.
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2. The preamble portion of the Performance Appraisal is a brief narrative description of the employee's
work assignments during this review period.
3.05.020

WORK PERFORMANCE STANDARDS: 11/09

1.

The establishment of work performance standards lets the employee know what constitutes
satisfactory performance.

] Employees must know what is expected of them and what constitutes a job well done.

2. Work performance standards simply clarify the department's performance requirements.

3. Each performance appraisal category is accompanied by a list of non-exclusive statements
describing the behaviors that fit within each rating for that category.

4. Specific documentation must be presented in the Comments section for each rating.

3.05.025

RATING SCALE: 11/09

The rating scale is:

1.

Needs Improvement.

2. Meets Standards.
3. Exceeds Standards.
3.05.030

RESPONSIBILITIES FOR COMPLETING THE PERFORMANCE APPRAISAL
REPORT: 11/09

A proper performance appraisal requires the cooperation of the employee, the rating supervisor and any
others persons with supervisory responsibilities during the performance review period.

1.

EMPLOYEE'S RESPONSIBILITIES

The employee is encouraged to:

] Send work examples to his/her personnel file.
[ | Maintain an open line of communication with the supervisor.
[ | Acknowledge a task well done by another department member.

RATER'S RESPONSIBILITIES

The principle goals of the performance appraisal are to assist the employee in improving
productivity performance and to facilitate the employee's career development. The rater's work can
be made easier if the rater can demonstrate to the employee that his/her work is being reviewed
fairly and objectively. Performance appraisals should provide an overview of the employee's
strengths and weaknesses. Suggestions for improving weaknesses and enhancing strengths
should be reviewed. The rater should:

a. Comply with GOM 3.04.000 (Performance Appraisal Reports)
b. Be familiar with the contents of the Performance Appraisal Form.
C. Review the employee's personnel file and consult with pertinent supervisors for specific

work performance documentation.
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d. Evaluate the entire performance appraisal period.

u Single accomplishments or failures, or the most recent performance should only be
considered a part of the overall performance for the review period.

e. Do not include allegations of misconduct that are:
[ ] Unfounded.
[ ] Exonerated.
[ | Not Sustained.
[ ] Reversed on appeal.

f. Encourage the employee to provide pertinent performance documentation throughout the
rating period.

] Work with the employee to identify specific ways the employee can improve.
g. Present the performance appraisal to the employee.
] The employee should be given time apart from the rater to read the performance

appraisal and prepare to discuss the contents with the rater.

h. Discuss the performance evaluation with the employee.
i. Review any goals with the employee.
j. Forward the completed Performance Appraisal through the chain of command for approval
signatures.
3. DOCUMENTATION
a. Raters must maintain pertinent documentation throughout the rating period.
b. Proper documentation shows a pattern of performance deserving special recognition,
whether good or bad.
C. The rater should observe each employee's work and document these observations.
d. Examples of each employee's paperwork, performance statistics and commendations
should be placed in the employee's file.
e. The rater should discuss specific performances with the employee in a timely manner. A
record of these discussions should become part of the documentation file.
f. The employee should not be "surprised" by the contents of the supervisor's documentation
file.
3.05.035

EVALUATING THE PROBATIONARY EMPLOYEE: 11/09

The probationary period is the final and most important stage in the selection process. Raters must have
complete confidence that the probationary employee is performing satisfactorily in every important category
before recommending permanent status. When deciding whether a probationary employee should be
dismissed or granted permanent status, raters should look at the situation as a sound, long term investment.
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3.05.040
PERFORMANCE APPRAISAL SIGNATURES: 11/09

The employee, rater, reviewing supervisor, unit commander and Division Commander must all
sign the Performance Appraisal.

1. The employee's signature:
a. Indicates that the employee had an opportunity to read the Performance Appraisal.
b. Indicates that the employee had an opportunity to discuss the appraisal with the rater.
C. Does not necessarily imply or indicate agreement with the appraisal.
2. The employee shall initial any changes or corrections made in the Performance Appraisal.
3.05.045
REVIEWER'S RESPONSIBILITIES: 11/09
1. The reviewer is responsible for assuring that each appraisal is properly completed and that the
performance ratings are properly supported.
2. The reviewer should:
a. Make a thorough effort to obtain uniformity in the application of standards by the raters.
b. Assure any written comments or documentation related to the category elements are
specific, substantial and accurate.
C. Assure the employee's work is compared against the performance standards and the job
description for the position held by the employee.
d. Determine if the rating has been influenced by the prestige or value of the position.
] Employees should not be rated "Exceeds Standards" simply because they are

occupying a high level position or because they are performing a highly
responsible job.

] The performance of duties above the level of difficulty or responsibility usually
assigned in the class or position does not automatically mean the performance is
above or below standards.

e. Assure that education, experience or other qualifications have not influenced the rating.
f. Discuss the Performance Appraisal with the rater and/or the employee when requested or
appropriate.
g. Act as the initial mediator of an employee's appraisal appeal.
h. Help the rated employee to understand and recognize the validity of the rater's appraisal if
appropriate.
i. Secure corrective action when a bias or a misinterpretation of rating standards is evident.
j- Ensure the employee receives a copy of the appraisal report.
3.05.050
WRITTEN COMMENTS SECTION: 11/09
1. Comments are required for each rating.
a. Documentation may consist of incorporation of attachments by reference.
b. Special contributions by the employee may also be noted in this section.
2. Behaviors resulting in Memos of Corrective Counseling and/or formal discipline should be

commented upon; however, those Memos of Corrective Counseling should not be mentioned or
attached.
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3. Do not include allegations of misconduct that are:
a. Unfounded.
b. Exonerated.
C. Not Sustained.
d. Reversed on appeal.
3.05.055
GOALS SECTION: 11/09
1. List any goals that would improve the employee's performance or knowledge.
[ | The goals should be specific and reasonably attainable.
2. Progress toward goals set in the previous evaluation should also be noted in this section.
3.05.060
EMPLOYEE COMMENTS SECTION: (Optional) 12/94
1. The employee may note what he/she will do to maintain or improve work performance or
knowledge.
2. The employee may also note areas of disagreement with ratings in this appraisal.
[ | Comments here do not constitute a formal appeal. (Refer to GOM 3.04.025)
3.05.065

EVALUATING SUBORDINATES SECTION: 09/10

Supervisors will be evaluated on the quality of Performance Appraisals they have completed.
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3.06.000 GRIEVANCE PROCEDURES

3.06.005
POLICY: 05/08

It is the policy of the King County Sheriff's Office to objectively and expeditiously resolve all grievances
brought by members with intent of adjudication all matters in a fair and just manner.

03.06.010

THE COLLECTIVE BARGAINING AGREEMENT AND CIVIL SERVICE RULES: 05/08
Department members, who feel aggrieved, shall follow the grievance procedure outlined in the applicable
Collective Bargaining Agreement, King County Career Service, or the Civil Service Rules.

3.06.015

DEPARTMENT MEMBERS AND ISSUES, EXEMPT: 08/12

Department members or issues that are not covered by either a Collective Bargaining Agreement or King
County Career Service, or Civil Service Rules shall have the right of redress as follows:

1. Department members shall grieve the issue(s) in writing, explaining the circumstances and reasons
for the grievance.

2. Forward the grievance to either the appropriate Division Commander or the Sheriff via chain of
command.
| A copy shall be sent to the HRM.

3. The addressee shall either answer the issue(s) in writing or will schedule a personal interview to

affirm or deny the grievance within thirty (30) days upon receiving the grievance.

3.06.020
GRIEVANCE RESPONSIBILITY: 08/12

1. The supervisor receiving an original grievance shall notify the Human Resource Manager (HRM) of
the receipt of the grievance.

2. The Legal Advisor is responsible for coordinating the grievance process.

3. A copy of all completed grievances will be forwarded to the Legal Advisor.

4 The Legal Advisor shall be responsible for the maintenance and control of grievance records and
provide the Sheriff with an annual analysis of all written grievances.

[ ] The analysis should include a determination of what steps were taken to ensure the issues
brought up in the grievances were corrected.
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3.07.000 EARLY INTERVENTION SYSTEM

3.07.005
INTRODUCTION: 11/09

The Early Intervention System (EIS) is a data-based management tool designed to identify department
members whose performance exhibits potential problems that do not warrant disciplinary action but
suggest that a member may be having problems dealing with workplace issues. It is designed to help
members improve performance through counseling, training or coaching. The goal of EIS is to help the
member.

3.07.010
EARLY INTERVENTION SYSTEM: 11/09

1. EIS is:

a. A tool for supervisors to do their job more efficiently.

b. A record keeping system for tracking work performance indicators.

C. A positive means to help members maintain work performance and protect them from
potentially harmful effects on their career.

2. EIS is not:
a. A part of the department’s disciplinary system.
b. A criticism of current supervisors.
C. A program that advises supervisors how to supervise.
3. EIS will reside with the personnel unit and will not be a part of Internal Investigations Unit.
[ ] [IU will not have access to the EIS database.
3.07.015
PERFORMANCE INDICATORS AND THRESHOLDS: 11/09
1. EIS performance indicators may include but are not limited to:
a. For Commissioned personnel and Court Protection Marshals;
[ ] Complaints.
[ ] Use of force.
[ ] Collisions.
[ ] Pursuits.
[ ] Supervisors action log items.
b. For Communications Center personnel;
| Complaints.
u Supervisors action log items.
C. For Professional staff;
| Complaints.
[ ] Collisions.

[ ] Supervisors action log items.
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2. Thresholds

a. Three (3) instances on one category in a rolling 90 day period, or

b. A combination of five (5) instances of any indicator in a rolling ninety (90) day period.
3.07.020

ALERTS: 11/09

1.

Once predetermined thresholds are met in a ninety (90) day rolling period, an alert will be sent to
the member’s supervisor by the Personnel Unit.

2. Supervisors will then be required to respond when an alert has been generated on a member.
Supervisors will:
a. Analyze the information.
| Determine whether the performance/incident acceptable based on shift work
assignment.
b. If performance is acceptable and deemed reasonable, contact with the member is
encouraged, but may not be necessary.
C. If not normal the supervisor will make contact with the member to discuss the alert.
| Supervisor may document meeting.
3. In response to identified issues, the supervisor may request interventions for the member such as
counseling or training to correct those concerns.
3.07.025

RECORD RETENTION: 11/09

1.

No record concerning the fact that an alert was issued in the EIS will be kept for more than ninety
(90) days.

2. No record of participation of an EIS alert will be placed in the member’s personnel file or admitted
in any disciplinary proceeding.

3. A member may have access to a read only version of the alert data related to that member.

3.07.030

ANNUAL REVIEW: 11/09

A written review of the EIS will be completed annually by the Human Resource Unit.
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3.08.000  DISCLOSURE OF BRADY AND CrR 4.7 INFORMATION

INTRODUCTION: 01/14

In Brady v. Maryland, the United States Supreme Court held that "the suppression by the prosecution of
evidence favorable to an accused violates due process where the evidence is material either to guilt or to
punishment, irrespective of the good faith or bad faith of the prosecution." Strickler v. Green, 527 U.S.
263 (1999); Kyles v. Whitley, 514 U.S. 419 (1995); Brady, 373 U.S. 83, 87 (1963). Brady information
includes information that is:

1. Related to a member’s dishonesty or untruthfulness, regardless of whether or not discipline was
given.
2. Any final agency determination of an adverse finding related to an expert witness’s unsatisfactory

employment performance that compromises the expert’s conclusions or ability to serve as an
expert witness.

Court rule CrR 4.7 requires prosecutors to disclose criminal convictions of witnesses to defendants.

Prosecutors ultimately determine whether particular information constitutes Brady information the
prosecutor must disclose to the defense. The Sheriff's Office has the obligation to provide sufficient notice
to prosecutors about potential Brady information to assist the prosecution in meeting its Brady obligations.
It is the policy of the King County Sheriff’'s Office to strictly adhere to our Brady obligations.

3.08.010
DISCLOSURE OF BRADY AND CrR 7 INFORMATION: 01/14

1. The Internal Investigations Unit (IlU) shall notify the King County Prosecutor's Office, the
Municipal Prosecutor of a contract city where the member currently works, and if the member is
on a federal task force and is likely to testify in federal cases, the federal prosecutor’s office,

when:

Dishonesty

a. The Sheriff's Office has entered a sustained finding of misconduct relating to dishonesty.
b. An arbitrator has reversed the findings of misconduct relating to dishonesty.

C. The Sheriff's Office has reversed the finding of misconduct relating to dishonesty

following a grievance and the basis of the reversal.

Criminal Charges and Convictions, when known

d. The member is charged with a criminal offense.

e. The member is convicted of a criminal offense.

f. The criminal charges are declined, dismissed, or a verdict of not guilty is entered.
Experts

g. The member is an expert witness and the Sheriff's has entered a sustained finding that

the expert's performance has compromised the expert’s conclusion or ability to serve as
an expert witness

2. The notification shall be in writing but may be done by email. The notice shall include the name of
the member and the finding or charge. If the prosecutor ask for documents or further information,
the Legal Unit, Records Unit and 11U will work together to respond to the prosecutor’s request.
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3.

Non-sustained Findings

Brady material generally does not include non-sustained accusations of dishonesty.
Consequently, the Internal Investigation Unit does not need to notify Prosecutors when a non-
sustained finding is entered.

In-Lieu-of Actions/Agreements

It is not necessary to have a sustained finding of misconduct that would constitute Brady
information to trigger the notification requirement. If the underlying conduct would constitute
Brady information if sustained, notification may still be required when the member resigns, retires,
or separates from service in lieu of disciplinary action, and when the office demotes or transfers
the member in lieu of disciplinary action or due to Brady concerns. The 1IlU Commander shall
consult with the Legal Advisor in making a determination whether such information is subject to
disclosure to Prosecutor’s Office.

Current or Ongoing Investigations

Notice may need to be given prior to the completion of the internal investigation, when there is a
reasonable probability the accusation will be sustained. The 1lU shall consult with the 11U advisory
team, the Human Resource Manager, the Legal Advisor, the Sheriff and Chief Deputy before
notification.

Entry of No findings due to contract violations.

The Sheriff's Office may be unable to enter a finding concerning an accusation that would
constitute potential Brady information due to a violation of the collective bargaining unit contract.
The notification obligation still exists. If the Sheriff's Office would have entered a sustained finding
or there is a reasonable probability a sustained finding would have been entered that would
constitute Brady information, the 1lU must notify prosecutors. The IIU shall consult with the 11U
advisory team, the Human Resource Manager, or the Legal Advisor before natification.

Letters, Subpoenas, Requests for additional discovery, court orders, and Public Disclosure.

The Brady policy concerns the affirmative release of information to prosecutors to comply with
Brady obligations. In addition, the office may receive requests for Brady information from federal
prosecutors, properly issued subpoenas, requests for additional discovery from prosecutors, and
court orders. The Legal unit should be alert to possible Brady information when responding to
such requests. Requests for production of documents under public disclosure shall comply with
the Public Records Act.

3.08.015
INTERNAL NOTIFICATIONS: 01/14

Notifications concerning Brady information may adversely impact prosecutions, and if a criminal
prosecution is pending, will likely result in issuance of subpoenas and/or requests from prosecutors for
further discovery. The [IU shall notify the member’s Division Commander, the Sheriff, the Chief Deputy,
the Human Resources Manager and the Legal Advisor when Brady information has been forwarded to a
prosecutor. The member’s Division Commander and Chief Deputy, in consultation with the Sheriff, shall
determine whether the member should be placed on leave pending any final disciplinary decision, and, if
the member is likely to testify, whether the office wants to notify prosecutors the office no longer wants
the member to testify as a representative of the Sheriff’s office.
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4.00.000 GENERAL OPERATIONS

4.00.005
OATH OF OFFICE: 09/08

It is the policy of the King County Sheriff's Office that all sworn members take an oath of office before
appointment as a law enforcement officer and shall abide by the Law Enforcement Code of Ethics.

4.00.010

IDENTIFICATION AS A SHERIFF’S OFFICE MEMBER: 12/14

1. When wearing the authorized uniform, the uniform itself is sufficient to identify its wearer as a King
County Sheriff's deputy.

2. When not wearing the authorized uniform and when taking police action, acceptable identification is
the authorized badge and identification card.

3. All members shall provide their names and serial numbers, upon citizen request, unless

circumstances surrounding the request might tend to hinder, obstruct, or endanger the member(s)
during the performance of his/her duties.

4. Except for investigative purposes, members should identify themselves as members of the Sheriff’s
Office when contacting individuals by phone.

4.00.015
FIREARMS AND IDENTIFICATION, CARRYING OF: 03/11

1. Sworn members, when on-duty, shall be armed with an authorized firearm and carry official
identification (badge and commission card with photograph) as a King County Sheriff's deputy.

a. Deputies who are operating a County vehicle, whether on or off-duty, shall also be
equipped with appropriate police attire (i.e., uniform, Raid jacket, or UO uniform).
b. Refer to GOM 6.07.030 (Requirements to Carry Firearms) for additional information.
2. Deputy recruits are not sworn members and shall not carry a department issued firearm before

graduating from the Academy, even if the recruit has a concealed weapon permit.

a. This applies on Academy grounds, unless approved by the class tactical officer.

b. During firearms training week, firearms shall be carried or used in approved training
situations only.

C. Recruits may transport their unloaded firearms to and from the range in the vehicle
trunk.

d. All off-range firearm practice (i.e., dry-firing, loading practice, drawing practice, etc.) shall

only be done privately and unobserved in the recruit's residence.

3. Sworn members are not expected to place their life in jeopardy to carry out police functions when
they are either off-duty or unarmed. However, an off-duty or unarmed deputy at the scene of a
police incident shall provide assistance consistent with the circumstances. This obligation should
include, at a minimum:

a. Notifying the law enforcement agency having jurisdiction.
b. Identifying persons or vehicles.
C. Furnishing reports.
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4. Unless while on official business, sworn members my not take any firearm into the King County
Courthouse, the Alder Tower at the Youth Services Facility, the court facilities areas of the
Regional Justice Center, the courtroom at Harborview Hall and district courts.

[ | When not in uniform sworn members must show their official department identification
when entering any of the above facilities for official business.

5. No sworn member may have in his or her possession any weapon if he or she is present at any
building to which this order applies as party to an action under chapter 10.14 (Harassment), 10.99
(Domestic Violence), 26.50 (Domestic Violence), or any action under Title 26 where any party has
alleged the existence of domestic violence as defined in RCW 26.50.010.

4.00.020
DEPUTIES IN PLAINCLOTHES ATTIRE, RECOGNITION OF: 06/92

Deputies in uniform, meeting another deputy/detective in plainclothes, shall not indicate that they recognized
the plainclothes deputy, unless first spoken to by the plainclothes deputy.

4.00.025
PLAINCLOTHES, DISPLAY OF OFFICIAL EQUIPMENT: 06/92

Department members in plainclothes shall not display to the public or in public places outside the general
work area, any article of equipment that identifies themselves as a law enforcement officer, except in the
performance of their official duty.

4.00.030
SPECIAL PRIVILEGE CREDENTIALS: 01/11

Unless approved by the Chief Deputy, department members shall not issue any device, credentials, or
identification to persons other than department members that presume to grant a special privilege or
consideration relating to department business.

4.00.035
CONFLICTING/UNLAWFUL ORDERS: 04/09

1. Should any conflict arise with any previous order or with an order from another superior, the
member shall promptly and respectfully call attention to such conflict.

] If the superior does not change his/her order, it shall be immediately obeyed without further
question.

2. The superior officer giving the conflicting order shall:
a. Take the necessary action to correct the conflicting orders.
b. Assume full responsibility for the subordinate's action in obedience to the order.

3. Members are not obligated to obey orders that are unlawful, unethical or represent unjustified,
substantial and/or reckless disregard for life and/or officer safety.

4. When a member receives such an order he/she shall state the basis for objecting to the order to the
superior.
] If the situation remains unresolved, the member shall contact the superior of next higher

rank in his/her chain of command.
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4.00.040
OFF DUTY INVOLVEMENT: 06/92

1. Off-duty members should use discretion when becoming involved in any law enforcement action.
[ ] Refer to GOM 9.03.030 (Off-Duty Vehicle Operations Requirements), if applicable.

2. Off-duty members shall not become involved, particularly in their own neighborhoods, unless the
situation could possibly result in:

a. Someone being injured; or
b. A loss of or damage to property.
3. In all other situations, members should call the appropriate law enforcement agency having

jurisdiction, if required.

4.00.045
ADDRESSING DEPARTMENT MEMBERS: 06/92

1. Department members shall always show respect to fellow members.
2. When addressing a superior, members shall observe a respectful attitude, using the superior's
proper title, particularly in public.

4.00.050
SALUTING: 06/92
1. Deputies, when in full uniform, shall come to the position of attention and shall render a military
salute when:
a. The National Anthem is played.
b. The United States flag passes during parades.
C. The Sheriff passes in a parade.
2. Deputies, who are engaged in duties that make it impossible or impractical to render a salute, shall

be exempt from this order.

4.00.055
ENFORCEMENT ACTION INVOLVING OTHER CRIMINAL JUSTICE AGENCIES: 11/00

1. Department members shall not forward any report directly to other criminal justice agencies in lieu
of a warning, Notice of Infraction, citation, or arrest without prior approval.

2. Department members wanting to file a complaint against a member of another criminal justice
agency shall comply with GOM 3.03.060.

4.00.060
JURISDICTION AND INVESTIGATIVE RESPONSIBILITIES: 06/92

The King County Sheriff's Office is responsible for investigating all incidents occurring in unincorporated
King County or contract cities.

[ ] If another agency is involved, they may conduct a parallel investigation.
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4.00.065
SUGGESTIONS FOR THE GOOD OF THE DEPARTMENT: 09/13

Department members should inform supervisors of suggestions that may improve the department's welfare
or efficiency, or suggestions that may be of interest the department or any other Department of King County.

4.00.070
PUBLIC APPEARANCES: 09/13

1. Department members, like all citizens, are free to attend public events and express their personal
ideas or opinions. However, when making personal appearances or expressing personal
viewpoints, department members shall not state or suggest that they are acting as official
department representatives.

a. It is permissible for the department member to identify oneself as a police officer, Sheriff's
deputy or other applicable job title or function, but they should also clearly state that they
are expressing a personal opinion or observation and not representing the department.

[ ] Contract City Chiefs and their representatives are exempt from this requirement
while in performance of their specific duties.

b. Department members shall also comply with the King County Code of Ethics, Chapter 3.04,
which specifically prohibits county employees from using county time and property for
political campaign activities.

2. If department members are invited or wish to make public appearances as official department
representatives, they must first obtain approval as follows:

a. To appear or testify as an official department representative before a legislative or other
government body, they shall obtain prior approval from the Sheriff.
b. To appear at any other public event as an official department representative, they shall

obtain prior approval from their supervisor.

[ ] Contract City Chiefs and their representatives, Community Crime Prevention and
School Resource officers are exempt from this requirement while in performance of
their specific duties.

C. Department members invited to appear in uniform at schools or daycare centers in
uniform shall obtain approval from their supervisor.

4.00.075
MILITARY AREAS, POLICE BUSINESS: 06/92

Before conducting police business on a military reservation, department members shall contact the Provost
Marshall, the Officer of the Day or his representative.

4.00.080
PATROL, CONTINUOUS COVERAGE: 03/08

To provide continuous twenty four (24) hour coverage, commissioned members of the Patrol Operations
Division shall work 5/2-5/3, 4/10 and 5/2 schedules. Supervisors shall schedule and ensure there is
appropriate coverage for patrol shifts. Regular days off for patrol deputies and first-line supervisors shall
be determined by which schedule the deputy or supervisor is assigned to.
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4.00.085
ROTATION/SHIFT/DISTRICT ASSIGNMENTS: 06/10

1.

It is the policy of the King County Sheriff's Office that deputies assigned to the Field Operations
Division will be assigned a shift. Generally, there will be no routine rotation of deputies from one
shift to another on a daily, weekly, monthly or quarterly basis.

[ ] This does not preclude a Precinct Commander from reassigning deputies from one shift
to another for the purpose of responding to special or emergency situations, or meeting
minimum staffing requirements.

2. Unless legitimate needs such as Field Training or Contract City assignments, shift assignments
will be made in accordance with the Collective Bargaining Agreement.
3. As a general rule, assignments to a shift will last one year, from March 1% to February 29",
[ ] In January of each year, shift bidding and assignments will be made for the
upcoming year to allow deputies advance notice in the event a change in a shift is made.
4, Precincts may elect to assign shifts on a semi-annual basis in March and September.
[ | In January and July of each year, shift bidding and assignments will be made for the
upcoming shift to allow deputies advance notice in the event a change in a shift is made.
5. Probationary deputies assigned to Field Training may be required to rotate shifts for the purpose
of orientation and training or for staffing needs.
6. Shift supervisors are accountable for the assignment of personnel to patrol districts.
7. Districts will be filled at the discretion of the shift supervisor.
4.00.090

SHIFT BRIEFINGS: 12/09

1.

2.

Patrol supervisors shall ensure that a shift briefing is issued for their shift via department email
each day.
The briefing will be distributed by the shift supervisor as early in the shift as possible.

a. In cases where multiple supervisors are on duty, only one briefing is required.
b. Supervisors should attempt to distribute the briefing within the first hour of the shift.

Deputies are responsible for reading the shift briefing upon receipt.
The shift briefing shall include date, shift and precinct.
Topics for shift briefings may include: (See example)

a. Unusual situations within the county, precinct area, or patrol districts.
b. Potential or actual hazards within the precinct area or patrol districts.
C. Changes in the status of:

Wanted persons.

Stolen vehicles.

Major investigations.
Missing persons.
Community based initiatives.

d. Scheduling changes
e. Policy updates.

Shift briefings will be done in addition to weekly roll calls.
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Email shift briefing example:

From: Shift Sergeant
Sent: October 19, 2009 2:10 PM
To: Precinct 2, 2™ Shift Squad

Subject: Shift Briefing — Precinct 2, Second Shift

1. Heavy wind storms are expected in the county. Expect an exceptional number
of calls for alarms and downed trees and wires.

2. There are already several trees down in northeast king County. SR 202 is closed
near NE 124 for a number of trees in the roadway.

3. There was a robbery at main Street Marked this morning. Two suspects were
described as W/M, late teens, in dark clothing. They were last seen eastbound in a
silver older Chevrolet Malibu.

4, We are still experiencing mail thefts in the Lake Happiness neighborhood. Please
keep an eye out. There is still no suspect information available.

5. Deputy Jones will be securing at 1800 hours, so MPO Johnson will cover the B-6
district for the last four hours of the shift.

6. A reminder that GOM section 12.08.015 requires deputies to fingerprint all

juveniles arrested for felony or gross misdemeanor offenses.

4.00.095

ROLL CALLS: 06/14

1. Patrol deputies assigned to work a 5/2, 5/3 schedule shall be required to report fifty (50) minutes
prior to the beginning of their shift on their first day back to work after their normal furlough days
for roll call.
a. If a deputy is absent on that first day back he/she will report to work fifty (50) minutes

early on the next squad’s roll-call day.

b. If, because of an authorized absence, a deputy is unable to attend his/her roll-call or a

subsequent roll call during a given week, he/she will not be required to make it up during
a subsequent week.

2. All commissioned personnel NOT in uniform or on a 5/2-5/3 patrol schedule shall attend at least
one (1) roll call per week while on duty.
3. In the case of any 4/10 schedule, deputies should utilize the overlap time of their shift to perform
the Roll Call. Roll calls shall be once a week for at least fifty (50) minutes.
4. Weekly roll call topics may include:
a Unusual situations within the county, precinct area, or patrol districts.
b. Potential or actual hazards within the precinct area or patrol districts.
C. Changes in the status of:
| Wanted persons.
[ ] Stolen vehicles.

[ ] Major investigations.
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[ ] Missing persons.
u Community based initiatives.
d. Scheduling changes.
e. Policy updates.
f. Approved training.
5. Precinct level criminal investigators should periodically attend roll calls to inform the patrol
deputies of:
a. Wanted persons.
b. Stolen vehicles.
C. Current crime trends.
d. On going investigations.

6. All members attending roll call will complete a sign-in roll call roster (KCSO Form T-105) available
on the forms link on the department intranet site.

a. Original rosters will be maintained at the work sites.
b. Worksite professional staff will scan and send and electronic PDF copy to POD
administration.
C. Files will be retained for two (2) calendar years.
7. For formal roll call training with a lesson plan, a copy of the training roster and lesson plan will be

forwarded to ATU for input into THOR per GOM 2.17.005, section 7.

:/IOIQATI(_)%, BREAKS AND MEETINGS: 06/10
1. When going out for meals or breaks, deputies shall:
a. Notify dispatch of the meal or break and provide location.
b. Notify dispatch when clearing from a meal or break.
C. Ensure no more than two (2) marked patrol cars and three (3) uniformed deputies will

meet for breaks at any eating or coffee establishment.

[ ] The only exception is the addition of a supervisor for work-related business.
d. Refrain from activities that take their focus off of their surroundings.
2. Except for community meetings, National Night Out, etc., meetings requiring more than two (2)

marked patrol vehicles and three (3) uniformed deputies shall be conducted in facilities such as
precincts, fire stations, storefronts or similar government facilities.

4.00.105
LINE INSPECTIONS: 07/10

Line inspections are conducted by supervisory personnel who have direct command over the resources
to be inspected.

1. Line inspections shall be conducted for all personnel at least once a year by all KCSO Divisions.

| Supervisors may conduct more frequent inspections if necessary.
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2.

Line inspections may be conducted at roll calls, in the field and in offices by line supervisors and
may either be scheduled or conducted on an ad hoc basis and should focus on individual and unit
state of readiness and compliance with policy and procedures. They may include inspection of:

Personal appearance.
Uniforms.

Required equipment
Assigned equipment.
Weapons.

Vehicle maintenance.
g. Office spaces.

~0oooT®

Supervisors shall provide documentation that a line inspection has occurred. Any
deficiencies/issues shall be noted along with any action taken to correct the issue.

This documentation will be forwarded to the applicable Division Commander. The inspection
report will be maintained in the division files.

4.00.110
STAFF INSPECTIONS: 06/14

Staff inspections are in-depth reviews of components of the Sheriff’s Office.

1.

Staff inspections shall be coordinated and/or conducted by the Inspectional Services Unit (ISU)
under the authority of the Sheriff.

2. The Sheriff may direct ISU to conduct staff inspections of any organizational unit,
program, process, or activity of the department at any time.

3. ISU shall have unrestricted access to all department functions, records, property and personnel,
except in areas specifically exempted by statute, regulation or other directive during a staff
inspection.

4, The Division and Unit Commanders will be notified of a pending staff inspection.

5. A written report will be completed at the conclusion of each staff inspection and will be submitted
to the Sheriff.

] The report will contain findings discovered as a result of the inspection and shall make
recommendations to correct issues that were identified.

6. When issues cannot be corrected immediately, follow-up inspections shall be scheduled to
examine the progress in achieving the desired state.

[ ] A written report documenting the results of follow-up inspections will be submitted to the
Sheriff.
4.00.115

PUBLIC PHOTOGRAPHY AND VIDEOS: 07/11

1.

Department members are reminded that photographing and videotaping of public places, building
and structures are common activities within King County and will have no connection to terrorism
or unlawful conduct.

Detention of an individual engaged in photography or videotaping should only occur if deputies
can articulate that the person is engaged in photography or videotaping for some terrorism or
other crime related purpose.
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4.00.120
CITIZEN OBSERVATION OF DEPUTIES: 07/11

It is the policy of the Sheriff's Office that people not involved in an incident may be allowed to remain in
proximity of any stop, detention or arrest, or any other incident occurring in public so long as their
presence is lawful and their activities, including verbal comments, do not obstruct, hinder, delay, or
threaten the safety or compromise the outcome of legitimate police actions and/or rescue efforts.
Deputies should assume that a member of the general public is observing, and possibly recording, their
activities at all times.

1. Deputies shall recognize and obey the right of persons to observe, photograph, and/or make
verbal comments in the presence of deputies performing their duties except when officer safety,
the protection of the suspect or person being detained, including his/her right to privacy, and the
safety of onlookers are jeopardized.

2. Citizens, regardless of their intent to video and/or audio record an activity, may not enter any
established marked and protected crime scene or a restricted area that would normally be
unavailable to the general public.

[ ] Deputies and follow-up investigators will determine who enters or leaves a secure scene.

3. Bystanders have the right to record police enforcement activities, except when:

a. The safety of the officer or the suspect is jeopardized.

b. Persons interfere or violate the law.

C. Persons threaten others by words or action, or they attempt to incite others to violate the
law.

4, Although contact with citizens to obtain evidence is encouraged, deputies will not detain citizens
or seize their recorded media when that media contains video, still images or sounds associated
with a crime.

5. When recorded media is being sought from an uninvolved citizen deputies should:

a. Make a request for voluntary surrender of the media.
b. Document the citizen’s response.

C. If the citizen surrenders the media they should be given an incident number and the
requesting deputy’s name.

6. If deputies believe the recorded media may be of value to an investigation, then deputies should
advise citizens that a court order will be sought for the media and that it should not be tampered
with, altered or destroyed, since it may be evidence of a crime.
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4.01.000 OVERTIME

4.01.005
GUIDELINES FOR PATROL USE OF OVERTIME: 04/01

It shall be the duty of all Sheriff's Office employees, supervisors, and commanders to ensure that the use of
overtime is closely monitored, is in keeping with good business practices and our core values, and overtime
is utilized in a manner consistent with being good stewards of the public trust. Overtime shall be worked with
supervisory approval.

It is the policy of the King County Sheriff's Office to grant earned vacation and other paid leave hours in a
fair and consistent manner, while maintaining operational effectiveness and adequate levels of staffing. By
this the Sheriff's Office will provide:

[ | Respectful working conditions for all members;
[ ] Proficient, successful investigations; and
| Excellent, fiscally responsible service to our communities.
4.01.010
SHIFT EXTENSION/HOLDOVERS: 04/01
1. It will be the goal of each shift to accomplish their mission without the use of overtime.
2. Non-emergent calls that will require either paperwork or a lengthy investigation are to be held for

the oncoming shift if dispatched during the last half-hour of a shift.

] An exception can be made if the oncoming shift has at least one priority call already holding
in that district.

3. A deputy in the middle of an investigation at the end of the regular shift should be granted the option
of continuing that case until completion if it is clear that case continuity would suffer by handing the
incident off to the oncoming shift.

4. The decision to extend the shift for the purpose of completing paper work will be reviewed by a
supervisor prior to the shift extension and will be determined by several factors. Some factors may
be:

a Does the incident need to be internally processed right away?
b. Are other branches of criminal justice depending on swift processing of the incident?
C. Is someone in custody?
5. Incidents that result in a booking should be completed prior to securing.
6. Unless several calls are holding, the oncoming shift should make any transports pending from the

case.
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4.01.015

BACKFILLING: 04/01

The use of backfill overtime in unincorporated King County is authorized only for the purpose of maintaining
minimum reactive patrol staffing levels as established by the Chief of Field Operations.

1. Vacations.

a.

Personnel must be afforded the opportunity to use earned vacation. It is the goal of this
policy to ensure that over the course of a year, supervisors approve at least the number of
vacation hours accrued by any individual during a year.

b. The number of vacation days that can be approved for any shift on any given day will
depend on the number of people assigned to that shift and squad.

C. Approval of vacation beyond these parameters will not be allowed.

d. Personnel assigned to Shift on any day: Approve vacation for:

1to7 1
8to 12 2
13to 19 3

e. Additional requests for short-term vacation (1-2 days) can be approved if seventy two (72)
hours in advance of those days, backfill would not be required as a result of the additional
vacation days.

f. Shift swapping is allowed. Long term absences carried by any shift should be counted as
“personnel assigned.”

2. Comptime.

a. Comptime requests will be given every consideration.

b. Comptime requests submitted seventy two (72) hours in advance of the scheduled shift
start time will normally be approved short of undue hardship on the department.

C. With seventy two (72) hours or more advance notice, it shall be the responsibility of the shift
sergeant to solicit volunteer deputies to backfill if necessary.

d. Requests submitted short of seventy two (72) hours in advance will mean the deputy is
responsible for finding a replacement.

3. Mandatory Training.

a. Backfill for mandatory training is authorized if no other viable option is available.

b. Mandatory training that can be delayed until more favorable staffing conditions should be
rescheduled if the delay will not cause a lapse in qualification or expiration of an essential
certification.

4. Discretionary Training.

a. The use of backfill overtime for discretionary or continuing education training is not
authorized unless approved by a section or precinct commander.

b. Consideration should be given in those circumstances where the training fills an ongoing

Department need, such as:

] PTO School.
[ ] Crime Scene Specialist School.
] Where the training is in response to disciplinary action or an identified individual

training problem in need of correction.
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4.01.020
CALL OUTS: 04/01

1. Call outs for precinct detective support or for additional patrol staffing can be initiated by a field
supervisor when circumstances or unusual occurrences warrant the response. Some examples
may be:

a. Felony suspect(s) in custody for a precinct level detective case where there is a substantial
amount of evidence to be processed or tagged, or the need for an immediate, lengthy
investigation.

b. Windstorms or other severe weather conditions causing widespread serious damage and
power outages.

C. High number of priority “X” and “1” calls pending.
d. Any unexpected situation that jeopardizes public safety.
e. The need for a search warrant.
2. Prior to initiating precinct level call-outs, field supervisors should check the availability of other on-

duty resources, such as other on-duty personnel or neighboring precincts, and contract cities not
affected by the crisis.

4.01.025
CONTRACT CITY OVERTIME: 04/01

Guidelines for the use of revenue backed patrol overtime by contract units, such as METRO, and by
contract cities shall be the responsibility of these units.

4.01.030
PATROL OVERTIME SIGNUP PROCEDURES: 05/08

1. Deputies and sergeants who wish to be considered for voluntary overtime assignments must give
their names and email addresses (either KCSO and/or home) to their sergeants and request to
be placed on the overtime sign up list.

2. Notice of patrol overtime opportunities will be given by the sergeants to the interested deputies
and sergeants on this list via email.

a. Interested deputies and sergeants will notify the requesting supervisor of their availability.
b. Deputies may only sign up for themselves. They may not sign up on another deputy’s
behalf.
4. Notices for overtime will be posted in:
a. Eight (8) hour shifts will be posted in four (4) hour blocks.
b. Ten (10) hour shifts will be posted in five (5) hour blocks.
5. Deputies and sergeants shall respond by contacting the sergeant requesting the overtime via
email and notifying that sergeant of their desire to work the overtime in question.
6. Deputies and sergeants will only be allowed to sign up for four (4) hours or five (5) hours for a
ten (10) hour shift of overtime at any given time.
7. Deputies and sergeants will be given the following preferences:
a. Contract city deputies shall have preference for overtime work in contract cities.
[ | If no contract city deputy signs up for the available work, other deputies are

eligible to do so.
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b. Unincorporated deputies shall have preference for overtime work in unincorporated areas.

[ ] If no unincorporated deputy signs up for the available work, other deputies are
eligible to do so.

C. Deputies shall have preference for deputy overtime over sergeants.
] If no deputy signs up for available overtime, it may be filled by a sergeant.
d. Reasonable effort will be made to fill overtime assignments with deputies from the

originating worksite, e.g. Precinct 3 personnel will have first right to Precinct 3 overtime.

[ ] If no deputy signs up from the originating worksite it can be opened up to other
worksites.

8. If two or more eligible employees volunteer for the same hours of overtime, preference will be
given in the following order:

a. The deputy or sergeant who has not worked overtime in the proceeding seven (7) days.

b. The deputy or sergeant who has worked the fewer hours of overtime in the preceding
twenty four (24) hours.

C. The deputy or sergeant who has worked the fewer hours in the preceding 7 days, and
as a tie breaker.

d. The deputy whose request was received first.

9. The requesting supervisor will let the deputy or sergeant know if s/he has been assigned to
work the overtime.

10. Deputies and sergeants who are not able to fulfill their responsibility by working the shift they
signed up to work are required to notify their supervisor or the on duty supervisor as soon as
reasonably possible, and the sergeant will then fill that vacancy consistent with this policy.

11. Nothing in this policy precludes a supervisor from deviating from the procedure outlined in
this policy, when short notice of an overtime need necessitates a deviation.

4.01.035

REQUESTING OVERTIME COMPENSATION: 09/10

The procedure for requesting overtime is as follows:

1.

2.

With the exception of emergencies and court overtime, all overtime worked must have prior approval
from a supervisor or manager within the Division where the overtime is paid.

Personnel using the IRIS system to submit requests for overtime payment shall submit and publish
the request within twenty four (24) hours of the end of the overtime assignment.

a. Overtime shall be submitted to the supervisor who pre-approved the overtime.
b. Overtime worked during furlough days must be submitted and published on the first day
upon returning to work and/or prior to leaving on vacation or other extended leave.

Personnel using the IRIS system for overtime payment must address any “Returned” overtime,
correct it and “Resubmit” and publish within twenty four (24) hours.

Members not using the IRIS system shall complete and submit a "Request for Overtime" (KCSO
Form #A-101) to their immediate supervisor within twenty four (24) hours of the end of the overtime
assignment.

a. If the request is approved, the supervisor shall immediately forward the request to the
Payroll Unit.
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b. If the worksite is closed on weekends without an appropriate supervisor/manager to
approve the overtime, the overtime shall be approved as soon as possible on the first
business day following the regular furlough.

C. If the regular supervisor is absent on the first business day following the furlough, it is the
responsibility of the regular supervisor to delegate to a staff member the authority to
approve the overtime in his/her absence.

5. Any grievance concerning overtime should be resolved using the overtime payment dispute process
(G.0.M. 4.01.045).
4.01.040

OVERTIME APPROVAL: 09/10

1.

Supervisors and managers shall conduct an IRIS search each workday for overtime submitted
directly to them and for overtime submitted to that worksite and/or shift if appropriate and submit the
request to the Payroll Unit, within twenty four (24) hours, if approved.

a. Supervisor’s can only approve overtime from within their Division. Exceptions can be
made with the pre-approval of a captain or above for shared overtime (i.e., instructor
overtime for EVOC, etc.)

b. The supervisor approving the overtime shall state this in the comments section.

If the worksite is closed on weekends without an appropriate supervisor or manager to approve
the overtime, the overtime shall be approved as soon as possible on the first business day
following the regular furlough.

Supervisors and managers shall conduct an IRIS search each workday for overtime that has been
“Returned” for correction or additional information.

a. These queries should include any overtime that may be outside the default dates range.

b. If the submitting member has not yet addressed the issue, the supervisor or manager
must contact the member and remind the member to make the necessary corrections and
resubmit.

Worksite supervisors and managers shall weekly conduct an IRIS search to check for overtime
requests still in a “Submitted” or “Returned” status and ensure the pending forms are handled
promptly.

Captains and others of equal rank shall conduct a weekly search to monitor the use of overtime at
their worksites.

4.01.045
OVERTIME PAYMENT DISPUTES: 05/04

1.
2

For general questions regarding payroll problems, members may contact staff of the Payroll Unit.
Overtime payment disputes that cannot be resolved to the member’s satisfaction by the Payroll Unit,
should be submitted in writing (preferably email), to the Customer Service Representative (CSR) in
the Payroll Unit. The CSR is responsible for:

a. Researching the dispute.
b. Making any corrections if needed.
C. Giving the member an answer, in writing, within ten (10) working days from receipt of the

dispute notice.

If the member does not agree with the finding of the CSR, the member should contact the CSR in
writing (preferably email), requesting a review by the Payroll Review Panel. The request must be
made within ten (10) working days of the CSR’s finding.
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4, The Payroll Review Panel shall consist of a representative of the member’s bargaining unit and
the member’s Division Commander.
5. The Payroll Review Panel shall:
a. Review the dispute.
b. Notify the CSR if changes are to be made.
C. Notify the member of its decision, in writing, within 5 working days of the CSR’s
presentation of the issue to the Panel.
6. The decision of the Payroll Review Panel is final.
4.01.050

REQUESTING ACTING RANK COMPENSATION: 05/04

1.

2.

Unless in emergency situations members who are appointed to acting rank of supervisor or
manager, will receive e-mail or written notice prior to the event or duty.

The supervisor or manager who needs to appoint another member to act in his/her place will
send an e-mail request to the member with a notification to the requesting member’s supervisor.

[ ] The request will contain the dates and times of the acting rank assignment to be worked.

If approved, the requestor’s supervisor will forward the request via e-mail to Payroll, with copies
to the requestor and the acting member.

Once the approval is received, Payroll will ensure compensation during the appropriate pay
period.

If there are any changes to the acting dates, the member who originally made the acting
appointment must notify Payroll via email immediately to ensure correct compensation.
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4.02.000  TRAVEL AND EXPENSE GUIDELINES

4.02.005
POLICY STATEMENT: 11/08

It is the Sheriff's Office policy to reimburse department members for travel and expenses in accordance with
guidelines set by the King County Council, the Office of Finance, and King County Code 3.24. Department
members should use prudent judgment to avoid unnecessary County expenses. Any questions regarding
this policy should be referred to the Budget and Accounting Unit.

4.02.010
TRAVEL AUTHORIZATION/CLAIMS: 07/12

Department members shall obtain written approval from the Sheriff or his/her designee when traveling on
department business outside Washington State, overnight travel in Washington State or day travel
exceeding six (6) hours outside King County.

1. When more than one member is traveling on the same trip, justification explaining the benefit to the
department of authorizing more than one person is required.
2. Unless in an emergent need, department members shall submit a King County Travel Pre-

Authorization (Form BUC-010-3-B 0229) fifteen (15) business days before departure.

a. Pre-Authorization forms are available on line at the KCSO website.
b. Pre-Authorizations are to be filled out, signed by the Sheriff or his/her designee, submitted
intact to Budget and Accounting for travel authorization.

3. Department members shall use the department's authorized Travel Agency for travel arrangements.
4. Upon returning, department members shall attach receipts for lodging, car rental, registration fees,
air fare (if not prepaid) and miscellaneous expenses greater than ten (10) dollars to a completed
King County Expense Claim Voucher (Form BUC-010-3-B 0172) which is available on line at the

KCSO website.
a. The Voucher shall be approved by the appropriate Division Commander and sent to
Budget and Accounting.
b. Budget and Accounting shall check the form for accuracy and send to the Office of
Finance.
4.02.015

EXPENSE GUIDELINES: 01/14
TRAVEL:

Department vehicles should be used for all trips related to department business, except:

1. When air travel is more practical or economical based on coach class.

2. When personal autos have been approved by a supervisor for local travel.
a. Vehicular mileage shall be reimbursed at the rate set by the King County Office of Finance.
b. Reimbursement requests for the previous calendar year shall be submitted by the 5" of

January.



King County Sheriff General Orders Manual Chapter 4

LODGING:

Lodging costs are reimbursed based on paid hotel/motel receipts for government rates.

1. Department members shall obtain an itemized hotel receipt.
[ | If government rates are unavailable, it shall be noted on the receipt.
2. Department members shall be reimbursed for lodging costs incurred for single occupancy.
3. If a room was shared the members will be reimbursed half of the double occupancy charge.
MEALS:
1. Meal costs are reimbursable for official external County business only and shall be reimbursed on a

fixed per diem amount per established rates of the Federal Government.

| The per diem varies depending on location of travel.
2. All requests shall be submitted on a Claim for Expense Voucher to Budget and Accounting.
] Receipts are not necessary.
3. Meal expenses over the stipulated amounts shall not be paid unless extenuating circumstances

exist with approval of the Chief Deputy or his/her designee.

[ ] In these instances, receipts shall be retained
4, Meals for partial day travel are based on a percentage of the per diem amount.
a. Twenty (20) percent of the per diem rate for breakfast.
b. Thirty (30) percent of the per diem rate for lunch.
C. Fifty (50) percent of the per diem rate for dinner.
5. The fixed meal allowances may be claimed if in day travel status at the following times:
a. 0700 hours for breakfast.
b. 1200 hours for lunch.
C. 1800 hours for dinner.
4.02.020

REGISTRATION FEES: 06/92

Registration fees associated with approved meetings, conferences, seminars, etc., shall be reimbursed
according to the paid receipt(s).

4.02.025

PERSONAL EXPENSE ITEMS: 11/08

The department shall not reimburse personal items. For example, alcoholic beverages, entertainment, shoe
shines, haircuts, etc.
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4.02.030
APPROVAL: 11/08

Unless in an emergent need, all travel, at department expense, shall have written approval by the Sheriff or
his/her designee prior to any airline tickets, lodging arrangements, etc., being made.

4.02.035
TRAVEL ADVANCES: 11/08

Unless in an emergent need, all travel advances shall have prior approval by the appropriate Division
Commander and submitted to Budget and Accounting at least ten (10) business days before the advance is
needed.

1. Travel advances must be at least one hundred (100) dollars to receive funds prior to travel.

2. When the advance exceeds actual expenses, a check for the balance due shall accompany the
Expense Claim Voucher and both shall be submitted to Budget and Accounting within five (5)
working days.

4.02.040
CASH ACCOUNT MAINTENANCE: 01/11

1. All cash funds and accounts within the Sheriff's Office where personnel receive, maintain, or
disperse cash, or will become County funds, will be establi